) \ o
R ‘ DOCUMEST BESUBME Con \ )
’ . - . . . /
BD 178 853 ’ | " : CG 013 984
- TITLE Volunteer Prograh Developnent Guide: Paruicipadﬁ
- . Handbgok. S
' INSTITUTION ~ National Center for Alcohol Educaticn, Arllngton, .
- Va. '
SPONS AGENCY - National Inst. on Alcohol "Abuse and Alcohclism !
: (DHEH/PHS), Roeckville, Md. ,A
FEPORT NO - qg-a p 79 722 . i
PUB DATE Y ‘ o ,
RACT 281 75-
’ NOTE. 122p.; F r related document see CG 013 924 °

AVAILABLE FROM Superintendent cf Documents, U.S. Government Pri ntong
T Office, washinqton, DaCa (Stock NO. ,
017-024-Q0BUS-1) ‘

-

EDKS PRICE  MPO1/PCO5 Pluse Postage. ( \
DESCRIPTURS.. | Agency Role: +*Alcchol Education: *Cc-munity Agencies
. . " (Public): Counselor Role; Counselors: Drug Abuse;
\ - *Program Develcpment: Program Planning;
\ Rehabilitation Prograﬁs + *Training 1echn*gues.
. A *Voluntary Agencies:’ *Volynteers
Aasraacr{
’ - This guide is, addrossed to those individuals who are

consxderlng the development of a volunteer program in agencxes that
provide prevention of, and treatment and rehabilitaticn services for
aicohol abuse and alcoholism. Strecific steps for planning and
implementing a volunteer program utilizing individual volunteers to
extend and g\anplement staff services -are dutlined. This seguentlal ,
process of volunteer program development is presented in a . .
three-plase model .of exploraticp, pilot program design, ‘and

_implementatlon. Addit ionally, a section’dn resources which idkntify

pertlnent llterature and referefices is provided. JAuthor/HLH) N

O ~
— . -

& . ! \\
N tmtttmtttttttttttttttttmtt&ttn¢¢*¢*w*w*tmttttwwwttvttd*ﬁ*tttt*w#tttmut* ¥
ron Reyroductions supplied by EBRS are the best that can\ie nadelj »

t;f\\q/ from the original documént. *
" tttttttt#t#tttt*#tt*t#tt###t*tttttttttt‘tt#t*tt#t&#t*t** EREE Snn 0

v

. X
« ¥

)

Q ) ‘ .-

]
.

3 . - . A - .. ’ A‘-' ;

'ERIC S o S

T R - IR~ VA S R




~N _ »
o o . ’ .
2 : ¥
Lo - N . :
. A/A ’ . -. . .
volunteer -

program .- .
development =
guide' .

P

developed by . .
National Center tor Alcohot b ducation W,
. US DEPARTMENT OB NEALTH,
EDUCATION & WELFARE
: NATIONAL INSTITUTE OF
U.S. Department of Health, Education, and Welfare . ) EOUCATION '
Public Health Service : THIS DOCUMENT HAY BEEN REPRO.
- Akwhol, Drug Abuse, and Mental Health Administratio ThCED EXACTLY AS RECEIVED ¢ ROM
¥ THE PERSON OR ORGANIZATION ORIGIN-

ATING 1T POINTS OF VIEW OR OPINIONS
STATED DO NOT NRCESSARILY REPRE-

L SENT QB FICIAL NATIONAL INSTITUTE OF
National Institute on Alcohol Abuse and Alcoholism . m\,(?,,oh POSITION OR POLICY
5600 Fishers Lane ‘ . . v

Rockville, Md. 20857 :

1978{ : - f .

\‘1 . 1

EMC ' ' ) | | , | ) ~a

. f o
Ak uitext providea by Eic - f i 4 -



¢ .
j LY . , XY . \
’ t ; : ' \.
>, .
e A ~t >
~ |- L S e . o
b ' These materials were mv:hawd by the Nallonal Conwr fw Alcohol Educnlun For further Informallon. additional  +* -
, o : X materials, or anhun' in thd  use of these mltorhls contact: . . - _ .
. S A A National Centdr for Alcohol Educatlon - . -
. - .o e 16D1 NorthXent Street ¢ * \
e o R s / JArlington, Virginia 22209 . . P ‘ _
. 3 . Tgilaphone (703) 527-5757 o » . U
. Y. \ . '
This publication was prepared b thJNatloml Cemos for Alcohol Education undqr contract number AMM 281.78. - '("
.. 0013 from the National Instituslon Afcoho! Abuse and Alcohollsm. NCAE 14 administéred for NIAAA under this con- -
. tract by University Resoarch Cogoration. All statements herein do not necessarily re{lact the fipinions, omclal policy, N
- Yo or position of the National instifute on Alcohol Abuse and Algoholism, Alcghol, Drug Abuse, and M tal Health Ad
< h ? ministration, Public Hpalth Service, or lhc S. Pepartment of Hulth Education, and Wolfare
\ . The National lmliu)tt on Alcohpl Abuu'hvw Alcoh ism hxs obulmd pormmlon from moecopyrkhtvholdeu to repro-
. v duce material appeariog op pp: 1], 64,.65,-68. 78, 841 18. Further reproduction of these materials Is prohibited without '
. ) \pegiﬂc perminlon ofthe co‘pyrlghl hold« All other material cBntained in this handbook is in the public domaln and ,
. . .o may be used and repripted withoug s;ﬂclal pormlsslon Citatlon as to Source, however, is approcl'atcd o .
. B ,
) . . : - . * hd
¢ . . ) N /‘ N . . - . X ¢ ¢
[ ] - R “
-~ . ‘ " . »
. " . L4 4 o ‘
. * ’ * 1 ] * ' . ' ‘ A |
G v, L ! % ‘.
3 \ . Al ) . . ‘ -
. « i~ 4 y “ . . . ‘ ) .
- . . ,
. * ' »
\" . ’ N ¢ - ' ‘
/ b ) d ! " - »
~ X | - ‘ ’ / ; AN
N \ . o
. - - : b
v , .& . . .
¢ ' ! v hd - . .
’ . ¢ - : . N - - , ';:_ .
oot v " .DHEW Publication No. (ADM) 78-722 . C e S
v o Printed 1978 -0 : N 7 LR
- . . . . - L
: ’ . . For sale by tln Supoﬂnlondont of Docdmemm U.8. Government Piinting Oﬂm \ . : .
. : : ¢ o . Washingto¥, D.C. 20402 . BN .
) ' R Stook Number 017-JM-00Mb-1 ' R
7.) X . v ‘ . A"““.
° ‘ ! : ] ‘ ' . ' v DA
. : O o
) . ) : \e " . A
. ’ [ § - '; ) S . ' AR o
. 4 ' ] ' » [
{ ’ -« . -
’ - . . / e
] o . o‘}‘ ' N [} ‘ » Z "
k ' Ly | : ' . ¢ * o :
4 ° .
¥ ) ' ' ‘:( A ’ o ! : . . \
\ LI LIS N - 'd .
v * . . " - L. 4 . , WA




R \J . ’ . v
(™ ’ - . N} : * &>
L e (- x -
’ ) - ' -
. ) . = 4 4 ‘
. L4
.\
&‘ . . ‘, * ..
- ! »
* <
. P . i \l— ¢
Ay .
. X ( . . - R ’
- o . "\ ' o . ¥ ‘ ’ . [} *
y - x SR ' c - .
} . . . o . v . : . *
¥ The amum Pragram Development Guidde an] s accompany ing.8-hour (ulnlngpro&am, Using Volunteers in Your ‘ s

Agency: Planning, Implementingg and Maimtaining a Voluntder Program,” is the product of a nationwide model program . . -
‘s development effort of local, reglonal, and national organizations. The guide and the tralning program were devsloped by B

*  the National Center for Alcoh‘[ducmon in cooPeration with the Ared Alcohol Education arfd Training Programs: . . : e
. -, . ) ' X ) ~s .‘ [} ) . .
~ Eastern Area Alcohol Eduul‘: _Southérn Area Alcohol Education ) ‘ . - ,
and Training Program and Training Program ‘ o _—
Blgomfleld, Conn. . v - Atlanfa, Ga. . , / r . ¢ N
. ’ : - ] » > v \.
- oy B N ) ’ , '
Midwest Area Alcohol Education . Wendin Area Aicohol Education - : A N
' ~ and Training Pregram : . .. and Training Program SRS - ..
© Ghlcago, . g " "Reno, Nev. ‘ S s s
) . . ' o . ’" . . \(
* o ] ¥ S ) Co . ’ - ~ . L )
. ) s . o \ . \J ’ - ) * . ' T . ‘ .
and the following ucal .\’\nclcs: .
’ . [} .
4 . - (1 - t R . . .
Alcohot Councit of Greater New Haven . 'Mcoﬁmm A.uochﬂoli of Alabsama  , Lo
New Flaven, Conn. o ) Montgomery, Ala. . : ‘
) ! ' “ L] . : v . i
. ) . l . ‘ F] '
Community Addictive Treatment, Inc. - Alcohellsm Councii of Californiy . .
Topeka, Kans. ‘ ‘ Las Angeles, Callf. » ‘
" * Alcohalism Unit, Fopeka State Hospital - ) o Vo~ . > . :
* . Topeka, Kaps. - . \ » A V. ‘ . g
. '3 b . . Pl rl . - - .
. ; . ‘ & o
. . . . v . Lo . ':* .
‘ \ ' ' . » . . .
. v e " ‘. ! . A ,\ )
‘ * * i =’ ;* | . . " g L ]
"“ + - ° - ‘)'_ .
h ' ° ’ 3 * ¢ - ’:‘\ ty
. . R - . \ e \“ . ) ,,“
PR - > ' . ' v, '
AR ; T ‘ LT . R
[ Y A o
' * !‘ . ' ' ’ L 4 -‘ *
-4 - v . ¥
- ) ) s ” ‘ ’l" \/"
w . 4 _..t N
» M M \. .' t . i ‘ " .
B " Ve . Y o , -
cowm S | |
ot .' ¥ ) *
L d.; . N . \ : « !
CA % : a ’ -
A
| ] N A )
; ‘ \ O.. » , ’ .
» '. i % oo . N ,
\ " ! i \ ’—; c’ ( ., L \
< ’ \
LY * R




N\
L}
e
)
&
v
.
.
-
-
@
L]
™

RN

~

L]

-
.

.
X

-
.

S

¢

N

L

LI [
Vo : "\ B .
¢ : ! ~ * wl -
w ﬂ - . .
V ?
Contents .
. / . v N
NI ._‘/ Y [ ’ " : ;
‘ ¢ h ) ' . ‘ .
A i - * .
° . ! i A / ' .
I |

: ( ) ) < iy

LY . (/ \ ' . "

. ' - ! . & o *

1y . . \

-~ - 1] b .
O . 4
oY \ v .

- .
Preface .. 0. .. ......... ... .. FRRREREE PURRR R R EEEE R R P !
SECTION I INTRODUCHION ... ... ... ......... I IR T ~ e
Principles of ) Effective Volunwor Program . ..., ........... Ve e T
. .. ~ a
SECTION NI: EXPLORAT‘ION AHASE ... . .. S R e e e -7
. Suggost Volunteer Program . . . .. ..... ... .t ..... T . L. e 7
Appoint Planning Commiftqga. . .. .. ... ., R PO Vet "9
"Define Agency Goals . . . ., K ........... G I A Ve - 9
CollectData . ......... \.,.... e e v e ERERE L SR ORI 9
Examine Legal Responsibilities ... . ... ... cen o e N
Prepare Volunteer Program Propoul/Posmon Papir ...... . N e W14
. Appolm Wolynteer Coordlnalor U e e e e 15 )
SECTION lll PILOT PROGRAM DESIGN PHASE G g e S e 19
_Define Objectives .. .. ......... e e Ve R o 19
© Write Job Descriptions . . . ., ... ... e e e e 2
Plan Procedures .....:" ... e P ‘...‘..' ............... a1
Devise Recruitmen®Plan ... [ ... .. ... ... B e e et A e 3
re Devise Selection Plan,. . ... .................. P . 1]
DovolopOrlcmatlonPjan ........ e e e 29
CosTgn” TealgingPlan . . ........ .. e o A e I 130
, 0 “DeviseEvaluationPlan. . ............... T FIT e S TP 33
Plan Budget . ... ... b S Lo A NS * X
i SECTlON v IMPLEMENTATION PHASE oo toee Yo Ve I U
‘“OﬂontStaff..‘ ...... R SRR * " ...... T 37
) Rocognltion P L5 G PECAN e 4
. ’ * ‘ H ‘ ! . [N -( .
SECTpNV RESOURCES .................... F S R RETTLTIIY &
‘ A v | . »‘ a - " e
.3 » ) \ X s\ hY [y
v ; ) ] \'l . .
N ) \ ’ . » - \ ) LN
‘ ,,\\‘ - ‘ : ) .
S h . - , . i
n . '_ A - \ . ¢ “ Y
- [N \ ¥
' .
‘ - 1 - - .
k “b .‘\ ' \ “‘ .‘ \ A .
‘ L. \ ‘
N Tatog : v . ]
. o : . ¢ 5 ' o™
» e - : " LI A . ' . ) ‘
Y g - . . ¢ . " . ' ) ). *
A 1 = - . : : i '3
. \‘. H
[ ] LI v - ‘ i . .
™ . v =W “»;‘ Y ] . R ‘ .y . .“
! N . ¥ .-‘\ N ‘* : ‘E .
A N . . ,’ .. ! e A\ w e \ .
) . ) \ . ! ?i\-; .,v e ‘J ‘ " \ ) e ' :-ﬂ . '. L4




. w . .
N . "Q - N ", L .
. - ‘ M . : 0
) Iy ¥ . R 2 t. . \
- ™~ _ . SR
. . .
4 . ’ '
Y \ o 4 M .' B -. X . . . . L )
APPEND\,I\K':' Sampla Docdments Related to Section H: ' . . ‘ : '
Exploration Phase . .. . . e B 61 v .
) ~. .- - - & '
. : . . . i . S
PPENDIX B:  Sample Documents Related tu Section 11 D . + ‘ ‘
Design Phase . . . . o Co N e e :.“:...‘ 67’ ~ R T
. ‘ M 4 \' -
R . . v Y .
APPENDIX C: Samp% Documents Reléted ta Sectiun 1V . '
implemontation Phase o ' ' T : -
‘ . S RS 119 1"} ..
' ) . *
. .
I‘ « v *
. .
. . \ .
[ Ny M
. ) ' .~
- ) 4, . . .
W . .
oot . N
[ ¢ .
. . [ Y + .
. ‘v . ‘
~ \ . . ! . ' N i
' ! ] . ! * » ’ .' * ) )
0 ‘ “ * o
. . R . N R . .
, . ¥ . ' o . \
. - ‘ ! '
* " ' .
’ . . * . R A .
- . X . ; b (’ ) ’ '
. ‘ . T . ) . - Lo
- } - .
. ’ I' LA . [}
L \. N L . K v . N . ’
" ’ - . { ’
. : '
» . *
oo

¥
[
‘ .
‘ t
- .
- [ - - * A - .
5 . . .,
. . - W -
M . . r . r * J
YRR * [ ’ L. ' -
LY . . ) L
. §
t . . N
. . . . .
- A »
' . [ . . ., . -
.
1Y - . oy .- o p ’ . . B
» . . : . ' . ;
. . . \ R .
A . ’
. YN . M ‘v ! .o
. \ NEREN f . ‘e . f ’
) >
, - " ) t . . . " [ N . . \
L I . . o
. . . o »
s \ \ . . A *
N . . - . .
. \ \ A
' \ . ;e .
. . \ ~ ‘e \ . . '
.
¢ f . - * i
R N P .
. » . . . . \ - +
. . L. »
.
- . ' . v »
. v [ * Y L. . i . ”
2 . / . % »
. - - .
. \ . | E v AN . 1 .
T " 4 R . L}
. \ P .
: »” .
. ! . » ¥ 'y
‘ . ( '
. Rt
[ N \S’_ ., - . J \ L
L] . . .
@
N . ) v H
. . ¢ »
- ) [ . > -
N e 0 . % ' ‘
4 -
. . “ . e . . s . . N l
kN A '
. \ hY
. L . -
- 3
’ ’ ! "' - - ™~ !
. . . . .
A -
N - " ' . . : . . ~
. . . . ' * L]
- e e . e - . S R e C '
0 . voa I . o - ‘ te
. . . . R
ot ’ . * 14 " LU [} o N ¥ tey !




Preface .-

- ..
- ’ T ! .1/ ~ «! '
' . ( ' * ‘-
[ .
1 > [y
" . \e .
. . - ‘. .
" ® l . .
L) - -
. N { * . ‘
- ‘-
N [ ‘. D .
! N
. . d
\ . . M } .
¢ . . ' S
. n‘.""“ﬁ .
o \
' o, ) ) .
. . v J T -
The Voluntger Program Development Guide is addréssed - . o direct service uoup volunteers who a},e mem
topeople who fre cansidering the development of § vols * bers ota church group, civig group, or service
unteer program in agencies that proyige prevention, club and who participate either occasionally or -,
teatment, and rehabilitation services M the tield of alco- fromuently as members of that group n per- ~-,
\hoi abuse and alcoholism. THE guide \vutlines spccnf‘c’ ' R

-

steps for planning and amplmmmmg a volunteer pro-
gram ulilizing individual volunteers to extend and com-
“plement slaﬂ services,

\lolumoer program development i i 4 sequential process.
:The organization of this guide parallels the phases and
 Stops ldenllflod in the diagram on the oppovite page.

A descrlpuon of the essentiaf charag lenmcs ot an effec.

" tive volunteer program precedes the sewons desuibmg

.the developmem steps,

The Information inthe suide is addressed to the agency
“In which no volunteer program exiys, but it will alw be «
helpful 10 afyone alrcady m,mayng a volunteer program
who wants efther to improve or reevaluate established
prq.ram services. . |

T mc\mloned above, the guide tocuses on developing a
program for indwldu | vn(unlecrs who gugment pald ’
. Safl by performing regular specific tasks that extend .
and @nrich services th clients® (The terms "‘volunteer”

' hd “ynpaid staff"’ zrc .used interchangeably throughout

the guide.) This foc’ s does not exclude the utilizatioh
of otFer categories of volunteer service: ¢

»

*Consumer can lu used lnmchanpably with “client’’ by those

‘ In agendlesnot lnvolm In direct alcoholism service trmmom. .

,’! . . s
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formmp such sefVices as anang{ng entertain-
ments, repairing or redecorating the faclllty.

- or opetating a canh\’n

.spochl syrvice volunteers who offer a panicular
skill'to clientd (barber or beauticlan, clergy,
* teacher) or to both clients and staff (lawyer;
+ accountant) or to staff (pubjic relallons special-

( ist); or )
¢ donors who make cash or In-kind ¢ontributions
' sgch‘ufood..clothing, or merchandlsé. -

A

The progr.am doveloped by the process detalled in the
guide provides a framework in which to manage ali vol-

. unteer services systematically. N

It is assumed that those who use the gulde will have_
knnwledge of the basic prfnclplos of planning, admlnlsv
tration, dnd supervision, and that thosé principies have
been applled to the operation of mf agency Inwhich
me volunteer program ‘wlil be Inupw& ‘
The guide is not an exhaustive treatment of volunmr :
program development, nor Is évery point thu Is lnctfded
applicable to every-agency, . - -
Issues and phuosophles relatlns to{volunteorlsm and
volunteer programs are not disqussed in the guide but

Il

. . . e
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“are addro'ind in a 1-day training program, "mlﬁ Vol and operate a pro.n‘m' that manifests those charactet-
. unteers in Your Agency: Planning, Implementing, and Ntics. The purpose of the guide is to help.agericy per-
Malnulglma _Vo'lwma Program,” which accompaniss sonnel develop a volunteer program that creates and )
and sufiplements the guide. The training program Is supports eptimum roles for paid and unpaid staff ina - .
' designed to assist participants in making initial plans productive pattnership for the benefit of clients.
. for volunteer programs adapted to the agencies they ' o
represent. ) .
The guide identitias the essentlal characteristics of an . . National Center for Alcohol Education
effective volunteer program and suggests ways td plan Natlonol Institute on Akcohal Abuse and Akcoholism
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Th.e lueutum describing successful volunteer programs ~

ihows striking consistency in the factors identified as
essential to their success. Regardless of the type or pur-
pdse of the agency (religious, political, educationat,

health or soglal services, civic), jhere is general agree-

‘ment that certain principles must be applied in planninu

~ and operating a viluhteer program,
These esontlal principles are reflocted in the sequenco of

" steps suggosted | in this guide and In the various *activities .
and procedures relaung to the completion of each step.
Each pringiple and its imp"cauons are discﬁssep in this”

. i

Prlnclples of' an Effective |

Volunteer Program |

We're All for It

Py

The agency |s committed to the idea of a volunteer pro-
gram, Comm/{tment to the idea must 80 beyond a verbal
or even written statement regardiny the value of volun:
toer comributlons, it must be transiated into action. The ©
agenty's policymaking body myst not only give its for-
mal approval of the project, but it must afso establish
policies to guide planning and implementation. It must

" provide sufficient budget and staff time to support plan-

ning, recruliment, training, and related activities. Fur-
thor. it must investigqte and fulfill the legal obllgatlons

amlated with a volunteer program

\

L S
] o .(
. v LR "
. . - i
Thé administrator must select a person with appropriate .
quallfications to coordinate the program and must facilf-
tate the coordinator’s task by delegating proper author- .

“ity and securing the cooperation and participation of

koy staff. Paid staff must participate in all phases of the _
volunteer program and welcome the unpaid staff as part
of-the team. :

’

bon'}’Face It Alone - S 1
Mare than one | nnltlmundldmmmododto

plan and impblernent a volunteer program. As sdori as ks T,

the decision has besn made to explore the idea of a vol- .

untesr program, a pnning committee or task force - v
should be formed. Mombog should represent the board, -
administration, the'staff, the community;-perhapsfor- =« v

mer clients, and any other group that will be affected by ° '
the volunteed program, The purpose of the committee .

Cisto determine the feasibility of a volunteer program” - v {/' R (

and to build commltmem of agency and staff to the ldoa
of a volunteer program. ¢ T

. Once the general determination has been,made that a o ‘ \ ‘

~

.coordinatot can be recruited, and with the planning .

voluntesr program is desirable andfeasible, a volunteer
committee's assistance, can direct the formulation of

program plans, pudget allocatlons, and related tasks,

When the program is in operation, the committees should .
continug ¢6 function in an advisory capacity, with addi~

‘ tional membeérs drawn from among the volunteers and , 2 |
perhaps including recovering cllcms If they, are not-rep- ‘ .
. resented alteady .. . . - e
- v
. . 3
) \_\ . . ' - . )
. .‘% ) ¢ ¢ " -
. o
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. idaeas about where

Start Small

The initial program shuld be a plat program. tven with
axtensive, carctulslannmg and preparation, the upes
pected usually uccurs when a program is implemonted
Theretore, the size ot the tint youp of volunteers Lo be
rocruited and trained should be modest, this tist group,
and planning lm |., should be vonceived as o pilot

program.

The size of the agemy witt determine the size of the #
pilot gmg: am. Ina barge agency, a program may be im-
plemented in an entire department or unit & the pro
gram may pegform one tunction through all utts,
although the lattet arangement mereases the amoant of
commuhication necessafy to heep statt intormed and
prepared to woth with the new volunteers. In a small
agercy, the pilot program INay u)mpnw only one or two
volunteers.

Initial utilization ot volunteers m a pilot program i
somewhat like a shakedown cruise of a new ship. 1tis a
chance t6 try out planned procedures and uncover and
correct any problems before they aﬂul larger numbers
ot volunteers -

The length ot the pdot program will vary trom program

‘ ~to plogram as well. Logically, it shauld extend through

a complete cycle ot events, from recruitment, "_nricﬁla-
tion, and training through assignment vver a period of
approximately 6 to 9 months, Six months should be
sutficient time for the volunteer to get to know the Staff
and clients and to feel comtortabke in performing his or
her job. 1t will altow time for the-stalf to get to know

the volunteer and will be lung enough. to sec some evi-
dence of whether of not the program is having its in- ',
mnded effect. =

o

’ Walk, Dop't Run

o

Sufﬂclent time must be allotted for plmning before the
first volunteer is recruited. Time is necessary to study
the effect of the volunteer program on all aspects of

. agency services, Board members, staff members, and

cormmunity represgntatives need time to contribute
‘)Iunwcn‘ are needed most, what

they can do to meet those needs best, what skills are

needed to pertorm particular tasks, how the agency )

should orgaize 10 suppuort the volunteer program, what

_resources are avaifable in the community and elsewhere

to.help, and what problems 10 anticipate and ways to
avold or mmlmnq, them, . o

Time is needed to specify feasible objectives for, thc
program, to develop prmcdu‘r,cs, establis?schedules,

and prdpare materials tor reCruitment, orientation and <
trainipg, supervision, evalyation, and recognition, Time =
is needed to prepare paid staff tor what they can expect
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teom Volunteens aml wh it volunteens will expect from
them. L

It's not itth Wheel
The volunteer program is an Integral part of the total
agency program. The same care and attention to_doetal
should be devoted, to the volunteer program as woulg be
devoted toany agency progrdm. Ininiating any program
development requires honest and tharaugh answers to
these questions .

| '. o

o Why was this dgency created? What are we l{ry'
' mg todo’ )
o How are we arganized? What services do we
. perform todrelp us gohicve our putposey’

o How ae we Jomyg! i

& Do we need to do somethang inra ditferent
way ” Ary some new programs needed? ‘shuuld
we stop dmnh some things? ‘

o What are some Yernative ways we could g
aboutimproving our progmm?

o s avulunteet program onealternative? 1 0,
what iy the volunteer program expected to do?
Mt goals consistentewith overall agency
necds? " -

\‘ ot westart a volunteer progiam, how will it af-
tect otheragency p'mgr.uns‘ Anterms of budget,
“dhocation of statt time? space, reagsignment ot
tasks, and so torth?

They're on the Team e

-

Tﬁc volunteer is an integral part of/loul agency staff. If

this pnncnplc is to be honored in practice, the s.gmlm
similar pulcuu for hinng, assignmept, supcrvmon and
cvaluation of paid statt should be fatab:ished and maip-
taincdifor unpaid statf, Paid and"unpaid staff op’i'nions
and cst)esliuns should be received with equal Tespect.
Inservice tralning programs should be provided tor all
staft, paid and unpaid. Policy regarding reimbursement
of job-retated expenses is the same. 11 a volunteer is ay
sugncd a 1ask previously performed by a paid staff mem-
ber, a new job description neced ot ba written.

Another dmplication of this principle is that volunteer "
procediyes, lorms, fecords, and other program aspects
should be the same as those for paid stalf. A whole new
mgnagement system for thg volyunteer program should
not be created: Inst ad, wh.ll/ar‘c.uly exists should be
modified, only as negessary Ao integrate the volunteer
smmn/hly into the program. . ‘

tt's a Two-Way Street -

Volunteer incentivessre critical to program sugcess.
Voluntests, by detinition, afe unpaid workers, Job satis-
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S factiony olhdr than money hcretw Assumo primary im
portance. Traditional Torms of 1ecognition such as
awards for length of setvice, Jnnpal dinners, and certiti

¥ '

[} ‘e

A ongoing recognition prdgeam alto'includas.a range of

L . "~ other measures such ay imﬂvlduat conferences, volunteer .
involvement in phnnlnu. credit for supgestions used, and

. ' ‘assignment tu a job that netih to be dopie

.
¢ - © A plipe motivator of lhﬂl)lu!\(l‘cl is the quality of the
: volunteer program itself its attractiveness and its chal-

lermge. Volunteer inCentives tange from speciflc modes of

formal recoggition to byprodubts of geod program man:
agement to informal personal motivdtors which are dis.
. - cussed insection V. in short, each volunteer must be

3

’ t.omrlbuuon o |h¢ work wi.the agency.

. - . . . o A

Tak7 Time to Take Stock ¢ .

' ‘Coﬂ\ltoﬂn; and eva
: process ufyolloft sand malv‘ng uWn;uun to an.
swer quo‘s@ms out how a pr umrf‘ u"opcutmg and
what effect it is haﬂny As. y{ any bther 5rogtyn
« evaluation of a voluMaer program begifié when planning
L bo;ms and cominucs (hmughout the pmmm scx/stcm.q
. . T , 4 N DY B
: : . | R R
e
some detail a systemagjc and comprehensive program °
‘planning process based on the  principlos - described

above. Thie comprohensivengss of the guidte®  pontent

' . " and treatmeht may imply its orientation tq, 4 large, mul--
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cates are aot sulticiont hy'thér?:jvvs A well-planned, #

treated as a unique individual who is making a sipmhum '

uation are osmuu‘ fva!ualmn isthe ©

a

.
3

|
tifaceted hoholiu;n troatment agency. The guide is in-
tehded, howevor, ab a prototype or “ideal’ model for
pvwloph\em 0f any Yoluhteer pmgum Although each
of g Qum\ltm $leps should be addressed or uknowl
edpd 4y the agency, the ope and raoge of each agon:
y's'planning activities, study, and program design will ¢
. dopend ontirely on:its neods, size, type, and structure.
The guigio is to be considerad only as a guide to indlvid-
“ual agoncy planning; planning step activities should aff™*
muyt by madified to be refevan( ind appiopriate to the
Imﬂv&dual agency. -

‘I‘l\eflcﬁrqnces ‘ LT .

Bashant, Susan K. Volunteer Program. Develgpmunt
« Manual. Denver’, Colo.: State of Colorado Judicial _
Departrhent, Volunteer Services Coordination Pro-
iocl lanuary 1973,

: Camor thizaboth M., and Margaret R. Peppor. Culdc for
= Staff Who Work with-Volunteers. Washington, .
D.C.: Sogial-Rehabilitation Administration, 1971,

Nilsson, Gertrude L) an(f Barbara Carroll. Volunteer
" Services: A Menwal for Alcoholism Progrem Direc-
tors. Washington, D.C.: National Institute on Al
cohol Abuse and Alcoholism, 1977, (Avallable

: e - The Voluntéer Program Development Guide presénts in .,."\A'} " from: the Nationa| Clearinghouse for Alcohol In-

N formation.) i “
[ ]

“Scheier, Ivan H., and Judith Lake Berry. Serving Youth as
Volunteers. Boulder, Colo: National information
Center on Volunteerism, Inc., 1972
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This soction describes the steps and tasks necessary to
" detormine the foasibility of designing and tmplaMiMting
. apilot volunteer program. The objectives of this phase
are the collection of data to help ascertain which needs
of agency adrministration, staff, and clients are appropri:
ate for volunteers to meet, ang the determjnation of .

. both the existing and potential levels of commitment.to -

the utilization of volunteers by agency administration
" and staff. An important byproduct of many of these
steps, tasks, and activities will be increased stiff and ad-
ministrative commitment to the use of volunteers— .
commitment” essential to the success of a volunteer
program. ’ L
f.Eproratmn phasc sleps will also permit a planning com:
** mittee’s cgnsideration and evaluation of all information
c@flected within the framework of defined agency goals
“and objectives to ensurc that the planned volunteer pro-
" gram is consistent with and becomes an integral part of
existing agency structure. Anal.vsis of that information
- will allow the planning committee to develop a realistic
" and achlevabh pilot volunteer program proposal, or als
. ternative plans qf action, for submission to the board of
", directors or other policy-making body for its decision.

. The sequence of steps for exploring the fmlbllity of
+ planning a pllot volumeer pmmm is diaaramed on the

_mxtpqe

Rl S

Suggest Volunteer Program -

Tie initial suggestion to'explore the possible use of voi-
unteers by an agency may be made by anyone: adminis-
trator, board membor, staff, client, or a member of the
COmmunlly it ] . v

Whoever suggests the use of volunteers should meet jn:
formally with administration and staff, both to deter-
mine their. leve! of interest and to identify those who
mpy want to participate further in the planning process.
Those surveyed, depending on their previous experience
_with volunteers, may Initlally have to be made aware of
the advantages of using volunteers and thelr positive im-
pact on clients.

i

Results of'hat lmeml‘survey. if conducted by !pmoono .
- other than the administratar, can be presented to the '

chief administratos either informally or in a brief state-

ment incorporating the advantages of volunteers In terins -

., of enriched services. Thess include an, Imgroved agency-

" sommunity relatiopship; a broader base of undemand*

ing of alcohalism as an iliness; the development of In-
formed advocates for alcoholic ¢lients and the agency. o
The proposal might recommend exploring the feasibility -
of volunteer utilizatlon by thé agency and include a list
-of agency staff and supervisors whose level of intesest

- SECTION n_'\-'
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ke them cantlidatos for membership on a plan- that both th$ #oals and objectives of the volunteor pro- Nt it
ning colmmittoe ta sy stematically explore the feavbitity gram and the jobs the volumooy‘ah recrulted to do'are , '
of and Aced fot a volunteer progeam., N consistent with the agency's avorall program goals and ) '
. . objod tives. ln achieve that conshlrmy the plann|ng i
. X o . ‘wmmmce i a2 ta 4-hour wark seislan, can redxamine. .o
Appolnt Plannlng Committee . :lr;: .:u,em.y 's prevint program goals and objectives in or- o ., .
) . .

. . \

‘ . ) e consure that all tm-mberl of the planning com-
Ong e it is decidod to proceeyd with a feasibility study, ° ’

“the board ot directors w the adiinistrator shoyld ap‘ :{::: :::’o‘,:os:;‘tli:‘:t;c::.r':ur\.dtng of the pro- ' \\ .. )
point a planning committoe. Memborship should repre: N : ' .
sent all groupy in the agency to ensure that all interests % provide the committes with a framework in . ' o
~are conskiored mmud\o}u the planning process. which to slicit and Incorporate unmet admin- N
“Planning committee membership should inclugde agency htrative, client, and staff noods; and ; . I‘.
Jokc’l‘slmmako_n and board members, including the chisf ® enable members to articulate and write volun.
administrator, Without their tnvolvement and leadership - . toer program gowls and objectives that are con- ,
during the exploration and doesign phases, any proposed sistent with ovetall agency goals. -
voluntooer program will have little chance for success. : _ . ’ —
Supervisary and line statt also should be represented on ‘ ) E
the committee. Efforts'to achieve total statf involvement Collect Da\a .o - '
amnd suppory through consideration of their needs and =™ . , : ' L
- 1eas must bein at the carliest stagéd ot program dlan- This step of the exploration phase Involves the gollec. = {
ning and connue throughout the agency "y use of voii” tion of lh}oe kinds of data essential to makirigvpllol - Vs ~
unteors. A rango of statf orienfation and lr.\lnmg activie program decisions: m'omuw on the varieties and offec- .
“” is outlined in section IV, . 4 tivenoss of volunteer prugrams; identification of and -
Communuy representation should include one or twa Aamiliarization with local cammunity volunteer pro- ' ~ !
members trom agencios that already operate vw " grams; and Identification of needs of the agency's ad- . »
programs. Much can be gained from the sharing of ideas, ministration, staff, and cIhits. . . o .
- ditteront approaches, and the mistakes of others in vol- The planning committee’s search of the literatureonvol ' . § oo
unteer program development. Iir some cases it may be  ynteer! programs.and volunteesism and famlliarization b
appropriate to include former clients on the committee : communjty resources should begin as early as possi-
Becauss thel interests and needs are those 1o which all . 8 in the cxploration phase. Its members will need ot '
planning is addrew-d The planning group is not 4 “blue-  thard" information on volunteer effectivenessXo begin * .
ribbon panel* but a working committee, and it ghould « to orlent administration, staff, and clisnts as it nieets ' t *
congnue g function In an advisory capacity affer the with them individually and in small groups to explore -
oxplbsation and design phases of P"*"'z development. 4 deal with their varying attitudes and to identify . S
Depending on lhgjfic of the agency, the planning com- their unmet nceds. . , : .
mittoe can tangu.m sige from 4 .to 10 menmbers. The datuolle‘clron step can be completed in 1 103 ' . !
The planning cumg\illﬂ‘ has two functions: to collect months, . e )
_ data on which to base wound recommendations on the e . o~
foasibility of implementitg a volunteer program and, Collect therature and Rrogram Informatlon
_equally as itnpartant to the success ofvlts work, to de: ' ot
velop and maintain agency commitment to the utiliza- Planning committee members should collect as much ins . \
tion of volunteors as an outgrowth of its own mcreasing formation as possible &n the positive impact of volun-

. tommitment 1o and suppart of the kfea. Securing the tears, the history of volunteerism, voluntest coles and i
prmmml‘!fﬂl‘ﬂn "= activities, déscripyons of volunteer programs of all types, - ~ L
and staff will be of continuing cmcem to the planning . volunteer-staff mﬂlionshlps, legal and insurance require- . ; ) :
committee throughout the agency's use of 4 volunteer ments for volunteer programs, and pertinent confiden- - o \

program. ‘tiality and Federal income tax regulations. ’ !
i ‘ References listed at the end-of each section of the guldov .
- and resources in section V wiil serve as a starting point .
De-ﬂne Agency Goals f(I)‘r this Information search. Some of the importam Is- ‘ -
. ) sues relating to the logal aspocts of volunteer service in- ) -
Essential to the principle that the successful volunteer surance requirements and othér regulations are detailed
program is an integral part-of the total agency program is later In this sectibn.
. N _ . 9 .
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_Identify Community Resources A : o Encourage um vpits fo volunteor programs -,
. - v . ) & " the drea on set up appointménts for visits Trom

In pddition to the iiterature sarch, the planning com- *

. th
T mittes should 1dentify and-estabiish Halson both with supervisors, staff, of yoluntaers from those

\ . community agencies vaing vqunum and agancles antd ‘- Agonclos E ! :
" organizations that may be potenthal sources of velun: . % Encourage participation in conferences, work;.
teers. Committes members cafl scheduie visits to agen- shops, and seminars on voluntedr management
. Gles operating volunteer. programs—ghe local chapter of* . to estabiish staff contact with professionals -
R : the American Red Cross, Stats bodpluls, iogal mentai ~ whoare °“"“‘f"‘“‘ about the use of volun-
, Haaith asgaciations, the Junior League, and the American, . .. teoFs as program enrichers.
' 4 . GangopSoclety, for example. - . o Enre staff Involvement and wuclpatlon in
) Other thpas of assistdnce are avaliable. Some cdmmun- ali voluntoor program planning, in needs identt
Itted v cantral volunteer buredus that can provide as- flcatl dfin job development exercises. -
istance with recrulting, selection, and tralning functions.  With those who are claily supportive or overen-
In some communitles, volunteer coordinators meet reg-  thusiastic about voluntoers, the job of the pianning com-
, larly to exchange experl ) attendance at those meot- mittee is not 1o “sell” the volupteor program but  °
T . ings by one or more committes members wouid be heip- to bulid awarandss of the specific kinds of involvement
: for. Reglonal or State offloes of national volunteer , and degisions that wili be required of bth administra-
. . Information bureaus or ciearinghouses wili be abis to tion and staff if the propased volunteer program.is to be
‘ . + prOvide assistance. (See section V for names and ad- even moderately successful. Administratozs wiil ha
. S, * dresses.) information and assistance ma¥ also be avaliable  ~ make specific policy, pregram, and personriel decislons '
. i from other State or local Alcohol program offices. * a3 they relate to the use of volunteers; staff be re-
Additiona sources for potentlal assigtance and volunteer  Guired to make specific supervisory i“d’"f‘“:"" assist
. * recruitmen® are local cjﬁvwnlmmln or commun- in varying ways with the development of vgluntoeer job
Y Ity colleges. Contact calf Initially be made with schools’ descriptions, recruitlng, screoning, nrlenmlon training, .
‘ v public information or public relations offices. For fur- and ovaluation. ,
. ) ther discussion of community agencies as sources of po- Administrative Needs: informal convorh’llom with the
tential volunteers, see Recruitment in section Iil. agency administrator and.board members in.the context

. of exploring the agoncy's potential utilization of voiun-
Identify Admlnl.stntlon, Staff, and Client Needs  taers may elicit areas of administrative need that couid

. ) ' be metby volunteers. Administrators and board members
With documentation of the agency’s goals and objectives . .may be thinking in terms of fundralsing, public relations,
In hang for reference and guidance and with supportive committee work, legal assistance, business operations,

' -~ data on volunteer use and effectiveness, the pianning - ¢ accounting, or in’terms of Improving and extending tifs. "’
o . committes can begin to survey administration, staff, and capabllities of the board itseif. e ‘

clients for needs that are not beln| met by exlisting pro-
grams and services. .

é . ‘ in Initlal communications wlth staff and admlnlmnors.
o ) . the planning commitee will recagnize and should be in specific areas of policymaking as weil as bo recruited

to meet special administrative needs such as legal coun-
- ‘ . Prepared to deal with soveral common attitudes about , selingor accouriting. Literature detalling the effoctive-

volunteers based on a number of misconceptions and
I i ness of volunteers as members of policy-making boards
lack of Information U the positive impact of volun-. . and in adminjstrative functions are listed in section V.

+ Volunteers can be recruited {o serve as board mombors
- ta enhance the board’s respansiveness and effectiveness

- ?;?&:;::;::::mc:dmz:xm:; °.?|Tmc?.. Administrative needs can be evaluated in relation to
( -7 support of vwplunteers; and the oversnthuslastic bellef . Suaffand client needs In the de?elopmom of pliot pro-
—gram-volunteer-functions,———
7 ? THat volurteers can do anything, without tralning or . . .
' agency support. \ : Staff Needs. Staff will be thinking in terms of the re-

sponsibiiities for which they have troubie finding time |

I-there s opposition (5 the use of voluntears, the fol- and In terms of additional services they would iike :Eo

y ) . lowing measureymay be used 1o orient agency staff be-
' ' fore and concyilntly with the data collection tasks Implemient to enrich agency program.
. outlined abov tl‘ Identification.of staff needs can be acoompllshed ina

: data on the impact ‘of volunteers in al number of ways depending on the size and structure of

ol treatment agenc d oth f the agency—from individual private conversations to *
cool treatment agencies and other P 0 smali group “rap" sessions of from 5 to 10 staff mombon.

. - ' programs, and positive endorsements of the use
. .. . of volunteers by State aicohol agengies or other In these rap sessions, the plannlng committes can zuldo
* oL . . State or Federal programs. naff through a procedure that will produce potential
b I : \ . . 0 Te : * - . K
[y ,,' . - , =
o L ‘ .
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vohm!m jobs from statf nepds based on an ‘analysis of ments, <an be evaluated by @ planning committee in * . b ,
! thelr own job sctivities, One sch strategy s the "'joby relatfon to stalf needs. Ono or two (B-more) copmon - '
“we're doing" and “'jobs we'regnot doing™ procedure. noods Can be selectod Jor the pilot volunteer program. M .
. bach staff member lsty all o the job activitiey Need ' R
f}’ performed in the last 3 days, pufonbly ln the or- Over.lap Analysis in the Heiping Prgceu - . .
° der of their frequency. Staft may list up to 5 or tvan H. Scheior of the Natianal Inmrmqllof\ Centervn * " S
, 0 W“!; “O%'m wth as ahswering the phone, Voluntesrism has developed a method salled “Nveds N ‘
v, drivingclientBto hospltals, arringing chentap- v “(yyoriap Analygis in the Helping Procegs™ (NOAH) to - :
, b pointrgents in other agencies, and "8‘0’ visits. tive ¢t a con s of goed for developing volunteer : iC v
4 tach stait member then lists all of thq lub‘ hq o jobs_* A people-orianted, rather than a job-otlented, ‘ MR .
; ‘ ?vould like 10 do tor chients--services for whiok  proach, NOAH sebks areas at overlap in Yhe needs of all T ) J )
T . thete la rarel§ or never enough time, three Kroups.a¥ peopie involved In the volunteer pro¢ ! K
oy 3. % Activities on each of the lists aro patential jobs for gram-- v (31, clionty, and volunteers. ttisa wmmunk_.t\ s o
.- " voluntesrs. tions process involving negotiation among all three é,;ﬁ o
groups within the specific roalities of client and staff : . Lot
4 Discuss each Imod acuvny with me staft to deter- noedd and voluntoet noeds and abitltios. . _‘:.
. mine whether or not . - - ' _ . -
e the job has gcnulno significance; The nonoverlap ueas.parkod with an X, ro.presom staff - . + o oo -
-3 o the lob enriches or improves service to the client; ideas tur volunteer jobs that volunteers don't want to . ’ . )
N 8 n s pr o e cllent, do, jobs valunteers want to do that staffebnsider inap- ‘
a . ' ® having avolunteer do the job would relieve " - propriate, and clent necds for services that noither staff . N
~ staff of nonprofessional or lower priority but nor volunteers consider appropriate. The shaded arva { .
- necessary dutios; represents common needs and ideas of all lhroe groups ¢ _ 4
e the aclivlly would augment prof“sloml Ievel and are those from whlch voluntger lohs are croatod. \
sorvices; , R .
¢ the job-is approgriate for volunlun to perform; . oy .
“ «  the o uld bé satisfying to a voluntecr; and ":" J * T
o staff would like to consider having volunteer . " nesde aver . N
< do the |0v ‘&e _ 4 , . 0
Fram the resultant list of staff nwds that are ntial . e
voluntser jobs, the planning committee can begin to \ X x L « "
make some initlal determinatiogis abobt the scope and _ g : :
focus of the pllot volunteer program in terms of agency  Bacause this is a recently developed strategy that has v
goals, objectives, and priorities in preparmon for assess- - :?n uccosstully employed in only. 3 m!atlvol'y' wmall )
ing potential jobs in relationship to client nesds. mber and varlety of agency sottings, it is recommended’
Client Needs. Clients will be thipking in terms of finding that the specifics of the process be moco fuily explored
or changing jobs, finding homos arranging for family before using it in an alcohol treatment agency. The pros . '
needs, becoming involved ln social or recreational acti- cess should be facilitated by an individual highly skilled P
® * vities, acquiring suitable cl , and getting finangial and cxpcrionccd in groun process. -
assistance. v * . For information on acquiring publications dcscrlblna the ' . .
Because clientipieeds are the basis for all program plan. NOAH process, see soction V. I .
ning and servites, it is important to develop strategies . . o
for determining whether any of these needs are not be- E Xih‘h% Legal Responsibilities . -
ing met. One wch. strategy might be to submit the list - : . - ~ . -
of staff needs that are potential volunteer jabs to recove - An agoncy exploring the feaslbillty of a volunteer pro- - )
ssing or graduate clients, individually or in small groups,  gram should conduct a thorough examination of the legal J + +
* . for their reactions and commaents on the value to them comlderalions relating te liability and to confidentiaNty. - h
<
of the varidus services these jobs represent. " Laws rogulating liabllity vary fronf State b State; Habil:  ~ 4
" Depending on the individual client’sstage of recovery, ity insurance retjuirements and coverage also vary. A :
. he or she may be asked what needs exist that are not Agency policies and decisions in tHose matters should be « .
being addressed but are essential to ncovory, and what made only after consultation with lawyers and insurance v .
future nveds are mtlclp.md for which no urvlcu are " v - . i o
avaliable. - *lvan H. Scheler, et al. People Approach Systems of Volunteer LS T
. Involvement: NOAHN and MINIMA X, Frgptisr Paper 13. Boul- * Wl
Chients' ‘!‘PQ"‘” to the staff’s list of W‘_’“m' volun- deg, Colo.: The National Infermation C%r on Voluntearism, . . R
1y teer services, as well as their additional needs assess- Inc,, August 1974, pp. 3-8, - Taw i
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K . L
speclallsts Who know the agency .J the jurisdiction in .

which it operatgs. The following information is provIQod
“only to ldoml'y goneral issues. e

L] 1
Liabllity, Bveryone is famitiar with the régquirement that
“autontobile drivers carry insurance 1o cover payment of
damdes for injury to petsons or property that may re-
wilt from Improper bperation of the vehicle. In logal
terms, a civil wrong suchas imgroper handling of a mo-
wr vehicle that results In Ijury Is calted a tort.

The possibitity af a civil wrong has lmpllcallum for the

{

v

¢ v
’

Legislatlon rolating to lhﬁlllly and,insurance protection ¢
varies from State to State. Within a glven State, thy leg:
islation differs for each of the three typesot liablilty fe-
latiomhips desribed above. Any agency planining 4 vol. )
unteer program shuuld have its tegal cd&n lcomtact the
State atlomoy genoral’s otfice to determine tho status of
rolovart law in that Stqte. ‘ N

s veg Ific pblicies regarding polenm‘l‘ilablllly and fhaur-
anc® in volunteat programs vary &

ding to the size,
type, and location of the igency aind funetions & vol

in planning any voluntepr program.

agengy that establishes and conducts a vélunteer pwtucﬂ. but some general statements can be comld!rvd ’

gram. These Implluﬂom may be exprossed as the p
sibility. o WV .

=% = liablilty of the agency to outyide parties, in-
cluding clients, for acts of valunteers;
S . [ N
#\ liability ‘of voluntoor programs or agendles
L1$ﬁmllng sugh programs to volunteers who may
" «be injured in-the course of their work ; and
o lability of volunteoers’ themselves to outside

partios for Injury or damage resulting from
their actlom in the course of volunteor . k.

tssuos of tabllity dmlncl from issises of malpr
which portain $0.0ccupations Kaving licensing requi
monts and standards of practice such as medicine} den-

tistry, and the law. Thesd requirements and standatds .
apply whother tha person praetices his or her profession

¢

e The quesliu‘h ot JiahiBty dnd imur.mlln& in vol
untoer progrants ftems fromthe unpald statuy -
of volun‘loo«s 1f the Sme logislative definitlan
of efnployo‘ caveys unpaid workers, thenthe . -
roquitements the agoncy obscms for paid m"

" apply equally to unpald staff.’ .

o More and'moro States are enacting or consider-

+, Inglo ilation™o include volunteers working in
- SWM~

thus extending 'an agency's public liability In-
suranco 1o the acts of woluntoers,

o If an agency did not have public liability insur-
ance bedore institufing a volunteer _program, i
is postible to obtain it, and experts in the fiold
strongly-recommond that this be done, The ox-

. :: r::c;‘::isogro.‘f’u:lovo:::nl::rv 'In (l);:r"c :‘:;:s' if tént of coverage and the cost can only be deter-
n olun apacity, . H
mined in consultation with a lugal underwrlter.
' * theso Individuals must be properly licensed ngd observe . ; . e
y usual standards of performance; otherwise, in the event - o If an agoncy determines the need to purchase
"' R of client injdry, thoy may be charged with malpractice. . goneral accident ‘"‘""‘s';"-" to cover ;ro:unloers,
. - Voluntears Insurance Service Assocfation,a
, . Potential lablilty is of concern to both the agency and nonprofit organilltlon can pravide up-to-date 1
n thé veluntoer. Many States have enacted laws relating to .
. , . insuranod information to its members. (See sec. '3
‘ + the llability of osganizations and individuaj citiggns. in \ tlon V for address.) @
< % cases In which the lgw does not cover all poton&bll . . o
L 4y ‘ity sluations, insurance may be avgilable to cover o Public llabitity irisurance does not usualy In-
\;\ . o g da‘m‘ses °n° mus‘ p‘y ifdeclamd "‘blo‘ \ . C'udc automﬂb“c "ilblli‘y 'f a volunteer l“laﬂ-
_’ . \ . ment Includes use of a pcrsonaLanlomobﬂo, the
. . Whether Insurance Is necessary ‘Is another mattor. Ac- " agency should ascertain at the time of applica- ..
cording to Gurfoin and Streff in Liobility In Correct # tion that the individual has a valid, up-to-date
. Voluateer Programs, ‘Present case law shows few case driver's license and at least the minimum
O whero a velgntoor caused an agency 1o be liablebec required llability insurance. Additional auto
of an act dOWeby the volunteer.”*’ The authors contlnue: . liablllty and/or comprehensive personal liabil-
. - ¥
C of volunieer uy uv-wimwmmw
! . program operation should Inclqde adoquate * o Regardless of what declisions an agency makes
' ° training and supervision of volinteers. Ex- . ' about protocting itself, the client, and paid and -
N perience Indlcates that where the voluntees : _ unpald staff, the conditions under which the
. * has bvee‘n properly trained and received ade- e . volunlver program is operating shauld be made
: i v ‘ quate supervision, Hability situations rarely -clear so that all may be advised of the coverage
; a 7' ° oceurs - . s+ - provided dnd its limitatiens, )
RPN kN T‘"‘"‘“"S' - ¢ , « ' . o Everyone Invé‘Wpd must understand that fnsur-
. ) Peter J. Gurfsin and Trisha Streff, Ligb//ity in Correctional - .
' - Volintesr Progrems: Plenning.for Potentlel Problems, Washing dnce does not obviate the need for godd judg:
)  ton, D.C.: American Bar Amociation Commisaion en Correc- - ment and due care. No insurance will protect
v : uoml Facilities and Servjces, 1975, . ' - against grost'negligence or willful misconduct. |
i - * \ , . * . ‘
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. ?;- Deug Abuse Pat

N !
Conﬂdon Alwhol,pnmum hawe alww\ taken
.ln care t rve cdqu’umuy in all Matters relat-
ing to the clienty' ey serve. Federgl regulations pow
guide the contidentiality of cilents’ recorsds. these rogu-
tations are detatied in “Copfidbntiality ot Atcohol and”
Y::l Rogords: Goneral. Provigions” (m)
led Adgust 1, 1978, Valume 40, Number 127),
nd may be obtained from the Nmon.‘l institute on
Dm| Abuse Clearinghouse, 11400 Rochville Pike, Rotk-
Md. 20852, gr Superintenden} of Documénts U S,
bqwmmnt Printing Qffice, 710 North upuol. reet, .
wmh,m D.C. 20402, 1

The rekulations amhv to alt gohol and dmg abifse pro-
vdm tunded, conduvted, or regulated by any départ
mom of office in the I'ederal Government (except inter-
chmgos within the Armed hmm, including the Veterany -
Aﬁmlnhu.\lhm) Th regylatigny also apply Lo programs

. Runded by State Ryericies and those agencies ¢lassitiod b

the Interifal RevenuaServica as charitable or tax-exem

Any client info.rmal'ion, vecorded or not, received or ac-
quired ‘\ connegtion with the program js considered

" confidential and may nut bo released without ctient con-

sent, Confldential mformation includes reuxds of a.
cllom s [dontity, dlagnosis, prognosis, and treatment md
information on a ¢liont's progress, attendance,. and
whereabouty, ' : .

Pravisions of the statute specify which information can
be released, to whom, for what purposes, under whay
Gircumstaices, "and for how long, Also coverca: Jare
special situations concerning instances when client con~
sent cannotde obtained, as are minors andcoyrt referrals.

The implications ol.the new confidentiality regulations
for an agency with a vptunteer program are several,
Fiest, the agency will want to review its existing poli-
cles on confidentiality and make mailifications, if neces-
fary, to ensure compllango with the new rogul.mons »

' Changes in palicy may require chAnmg in agency pro-
" cedures and forms,

Next, staff membem must be apprised of the new rogu-
lations, the reswlting policy changes, and the penalty for

- violation (up to $500 for the first offense; up to $5000

for exch subsequent offonn) If a volunteer program
Is already ostablishadin-the qency both paid and un-

L)

o)
nuv faca this Inpue, (utdﬁlrm s to what to say or do,
“andwracsice In applying tre guidellnes. .

Th‘ onistence of the new M ns should not dom
Aumgio\ drom using valuntespd in anaoapully lor which

" thaty are qualitied and trained. Voturiteen dm‘.snnuldl

tong before guldollnv on tmlmalnlnl confidentiality -
Wy ooxv»od in legal terms, that they could under-
\\\4 d its Impor@Ance and perform o
+ osljoctally trut 4f the need fgs contidepaltty is iy
ex lh.ll through training, if observanceof confidentla
Ryl Imluded In & list of written expectationy, an and If
‘% d staft ot a good exXample. N \ ¢

WS Regulations Tar Tax Doductlom

Viiluntoors with iimited mreans m bo ‘dotorred from ac-
copting of continuing an a\,ﬂin t if expenses are in-
curred In the pracess of maering the associated commit-
‘ments. If the sponsoring’ agency ls nos able to reimburse
the volunteer fm these expenses, the sityation nfay bo
easod somewhat” by providing information abo whal
exponsos are tax deductible. fvm volunteers who.can af- - »
ford to absorb thess costs w Il appreciate kn&wlng of the
_omlon T <

'tmornal Revonue Service Pub cnlon No. 526 "lncomo
_Tax.Deductions for Conlrlbut contains the regula
tlons governing the de‘ductlbulty of oxmnusi\qﬂ:q
performante of charitable valunteer activity. E al
(RS office cpn supply coplu of this publication and thd

tacal IRS Office of Taxp. 1 Assistance can answer spo-

cific questions regardingAhe regulations. In areas where a
local IRS offige is not éonvonlont’?y Aaccessible, a call to

the to)l-free IRS r\uﬂ’ibor listad in ali tetephone director-
“ios will yield the information. BEN

Brioﬂy' stated, the regulations are as fojlows:,

* The cost of transportation from a volunfeer's
home to where he or she-serves Is deductible.

o Reasonable costs for meals and lodging, if a vol-
unteer is iway from home while donating sorv

o v
ice 1o a qualified organizationi¥are dedlic ' (

. Personal oxpenses for sightseeing and ente
ment, and for travel, meals, and lodging ex-
penses for an accompanyling family member

—arcnot-deductibly,—— — 4

pajd staff members should be included jn any informa: ]

-, tlon or tralning program about the new ropﬂ&: and
" the resulting changes in agency policies and pr ures.

if a volunteer pr ram is being con&vplat«l, the mat- . “ ]
t's responsibilities

ter ol conﬂdon ity and the volun
in this rogard mus} be included in volunteer training.

. Thisapplies to all'volunteers, whethier or not they have

direct access to gltent records: The new regulations spe-

¢ify that~confidedtial information may be both recorded -

. and utrecorded. ‘Sessions on confidentiality should in-

clude presentation of situations in chh the volunteer

.0

o Thecost of attending a religious convention as
aduly choum repmnnptlvo of one's church or
. synm)gue is doductlblo. .

o Thecost and upknp of uniforma that have no
gonerat utility and are required to beworn while
- performing &pnatod services are deductible,

¢  Unreimbursed oxponm directly conneated with
and sole|y attribatable to volunury urvlco per-
formed for one's church or, synagogue are
~deductible. .

Lar

.
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' o Use of personal a le—-Volunteers ma
deduct out-of-packes gapenwes for gas and 0,6 "
that are used YWiperbices rendered o a gharita. ,
" ble'or tax-exempt organizagion. If 4 volunteer
doet not with 10 deduct gas and ol exponses,
r ) he qr she may use a standyrd rate of 7 cents per -
. mile to determine the contribution, Under this
method, parking fees and tolls are deductible in
* ' additien to the 7 cents per mile. However, the
' g costs of auto ingurange and normal dopregiation, .
© are not dedwctible, noc a pro rata portion of
, ; ‘u generarepalr aind migtehance cost of &
. ) ~ y * volunteer’s automgbile that is uved occaslonally
‘ for volumor work, . , A .

o Per Sem allowance - If volunlw; performsa

_ gratuitous service for a‘charitable organization * -

. ‘ ' and receives a per diem allowance to cover rea-

’ sonable travel expenses, Including meals and
lodging, whily away trom hometin the pel form-

. -can ovaluate and tynthesize all of the data callected d'ur
" . ingt the oxploration phase. The committed should con-

.
.

tary Action, 1785 Mnuchuum Avomn. N.W., Wash- 7,
ington, D.C. 20036. . . S

3

‘Prepare V.oluﬁteer Pro r'am S .

| Propohly’l’osltlon ‘Paper

. T

Inoncora wrlu ol mmlngs, "the planning committee

[

sider ¢he needs of clients, staff, Yad alimlnlmatlon thov

. level of staff SuRport and rocoplive staff; the available lo-

“Gal resources’and leve! of cogmunity commitment; and
positive Impact data on the effectiveness of volunteers.

It should analyze dascriptions of successful volunteer .
Programs of all Yypes; informition on insurance liabillty,
confidentlallty, ang tax Joducatlon regulations; and, :
most Important, lhq Iovol of admlnlslﬂtlve wpport,

X .

ance of such dutles, the allowance Is regarded as [ Following n analysis of all available data, the planning. ¥
incame to the extent it excesds actuat travel committee should be ablo to mau ono qf the fcuowin. o
‘ ‘ . expenses. Travel expensos to the extent they determinations: s R :
' - ' - excedd the '““‘""“ "“ deductiblo. - & that a higher level of comrnltmentby admipls o "
: ‘ trators and staff is noeded to ensurejthe success -
Specific data collection tasks related to IRS regulations of a pilot program, and what addltion;l ag. ot
include the following: s tivitles should be planned to inoroue that
. o Obtain Rblication No. 526 from the locat IRS . lovel; Y,
" of¥ice (See local telephone directory.) ’ .  that data collectcd are Insufﬂchm for makin(
'« Obualn similar publications on information for A “;""d realistic roczmmendallons to the board
' o Stateand local tax jurisdictions. (See telephone Dl directoft, and what additional information
' & - directory for office addresses.)’ i¥ needed;
7 S, @ Verlfy the status of your agency in terms of the M ":,‘“ no furthfyr action shauld be “k"‘ b'“““ .
.o . u¥fMion of a charltable organizatlon. | of lack of commitment md/or nead; or
o Projéct what'expenses will or might be associ- * ::\:I g"ffl'::"':;‘::: °":;t":':‘l::‘:;°v:;:nh‘g‘
) ted with the volunteer assignmonts that-have 4
R ' ;“ n‘:pocm:&vo ora h} onts thathav - and that the I1kelihbod of designing and Imple-
© menting a successful program Iy groat, \
- o Determine what expensos the agoncy can and
cannot reimburse. If the pianning commlnoe décides to procoed a program
nroposal for the board’s roview (or a Jess formal planning
* Propare relevant guidelines for prospective V°' document) should be déVveloped and should Include the
' ’ unteers. : . followl{yg componcnls or determinations:
) : Aulmnce In intarpreting tho regulations and thoir Impli- *a brief nitoment of purpose of the pmposd *
L, cations ‘for the agency and its volunteers may be ! . —
”- mmomw who s "“mhnud o Y e oa description of the size and scope of the pro- ': ’
! A bills h : | d dinC " 24 Jected total voluntoer prognm . v
number of bills have been intro uced in ongrcss at, !
_ . would, Iif passed, extend the range and type' of expenses - . * :“:u':r':;g:‘“;:’;: :?L:;’;ﬁﬁ?‘n of the ady
) ) IncuMIn connection with volunteer service that are n ! i ..

’ : 7 - deductible. Considerable debm sufrounds the measures
' that these bills propose. One way to koop abreast of the

Lo : . ' ! - progress uf these bills and the issues involved s to sub-
. . wribe to- Voluntary Action Lndcdrb, distributed free
o/ . : nationally and published four times a year by the Local
S l * : - _ Affairs Department of the Nallonal Centor for Volun~
AT N " s | "‘,"

a description of. the proposed pilot program, In? '
- cluding golection o(‘the agency unit in which to-
- establish the pilot; one or two (0{ more) prior.
ities for. volunteer jobs based on consensus of
needs of clients and staff; types of voluntesr
. services required (soe preface); number of vol-*




s unteers'requlesd for the projected program;
probable gglentation and ifsining needs of vol-
L unteors, office spaces and other facitities
'l vequited, budyiet tor program design and im
¢ plymentation; and adraft of the job-description
S - ¢ of a volunteer coordinatory incuding whether
the positiop wilk be paid o un'p.lid. part time or
full time. ‘ - ‘

. . \ B .

.Planntng Committee Chechlist ..

o' A prototype chocklist of the specitic hinds of commit *°
ment roquired of the agency adrministration has bepn
developed tor uso by the plapning committee and later
the voluritoer program umr‘rnalm in ovaluating the ¢x-
tent of support fur volunteet progrdm development. (See
app‘ndlx B, pp. 62 and 63.) The.checklist can be used
.agher in questionnaire or interview form and can be

» adapled to tit individual agercy needs. - - :

Becawne of the extent gf a.emy commitment suggested

V- by. the chechlist, thi or @ similar instrument is most ap-
propmlcly used by the pl.mnmg committee toward the
end of the owluulmn phase. . N

(,omlununs dr.lwn fmm it can form lhe b.ms tor a posi-
tiun papor on the .cgem.y s pulenlul use of volunteers pr
a proposal for a pilot volunteer program. {t responsps
1o one-halt to two-third ot the questions on the chechlist
are negative of ambivalent, the advisability of beginning
Avdiynteer program should be seriously questioned. Var-
iatiors of the cheuklist can also be used as an evatuation
tool at later stagos of program planning and development.

Appoint Voluntees Coordinator

Following the &cismn by the board of directors to pro-

cecd with the design of a pilot volunteer program, the
- volun(cer coordinator should be'selected by the agency

ndmmlslnnor with the assistance of the buard staff, and *
planning x.ommullec * N

/:'he common funumns necessary toruria volunloer pm
gram give some indication of the qualifications needed

_hy_.\_vuluutccu.uurdmam Depending upon thnlu and-- - -

age of the program and the resoyrcas of the  agency, lhc
coordinhtor may be respunsibﬁe for all of these functions.

[y

“s Adminlstration: Program policy and direction;
staff selection, pol‘h,y, and supervision; cash and
dn-kind funding; public relauons and actounta:

. bility to Qomf ' Y “’

v e dordlnqtlon and tralning: Mtcrvicwing atid a5
) signing volunlocti;lnsvrvlce training for volun.
“.o . teersand staff; coordlnauon of volunneer-stﬂf
- relationships.
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o Program snd community resources: Dovelop-
ment and maintentance of pIog am and com-
_ munity activity respurces, 0.8, free tichets to .
SPOIting and cutial pengs, fiee sérvicos sudlh
Avingome . a\mw\% nd sources for dona.
tions to the program, such as books, recrta
}tional equipment, and toilet angiclos.

o Fiscal management: Muintanance of finangial
and  program  statistics, purchdsing, budget
praparation and projection, gnd munitoging
program efficiency.

e Recruitment: Rectuitment ol volunteers and
clients through presentations, peesonal con-
tXts, or mass mudia. '

o Literature aiufgraphlcr Development and pro-
ductjon of program materials, 0.8., brochures,
newslgtters, slide pmwnlaliuns and forms.

+ Support: bupenyasmx‘vulumocr-relalqd support
tasks of receptionist and socretary.

Beyond the fai‘ngc and level of skills, experience, and per-

sonal qualificatibns required 1o fill this position, consid-
eration shauld be given to selecting a person o .

¢ hnows the people, the oganizations, and. the .
resources of the commiiity in which the
agency is located,; ] .

e knows the program, poficies, and staff members
“of the age‘ncy which the volunteer program will
. serve;and " A

° h.\s had exporlom.£ as a volunteer.

-

Also cmlcal to the success of lhn\p)gmm is the posltlon
of the volunteer toordinator in the organization of the

-agency. Dependlng on the size and type of agency, it is -

imperative that the coordinator, whether volunteer or L3
paid staff, report to the director or to a unit chief. The
following is a sample job description for this position:

The volunteer coprdinator shall be responsible to the
agency dirm.u.)r tor déveloping, directing, and coordinat-

ing all phases of the volunteer service program includmg

o praviding liaison on all matters rel.mng to vol-
unteers between the agency ang the commun.  *
{ity, the agency and the State pragcam director,

" the agency anduther alcoholism spfvices, the
agency and the volunteer; ,

. orlenllhg clients, staff, and board to the volun:

locr program; -

° do(ormmmg from clients, staft, and board the
- agency’s need for vodunteers in termms of service
and contributidns, and- the number of service
L. , volunteers it has the physlcal capacity to
absorb }
» preparlng the stracture for the volugteer pro-
gram: application forms, time records, evalua-

LS R
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. tian forms, IRervigw .uldu. contracts, and 10
on;

<+ ¢ Mmaintaining records and-‘ﬂla of volunmr
¢ program; .

e prapulq' mmlals for and dlroclln; the opera.
tion of the.recruitment campalgn: mailings,
speakers for omnlullom. publicity, Inurvlowst
sele llqn otc.;

s with committss aséistance, plahning, schedul-
ing, and implementing educational and training
wogramt for voluntesrs;

.uslsnlng votum«n and amnnlnl for wporvl v
sjon; L . P

evalulating service vb'u‘m'cm, both Individuals

and groups, and revising assignments as indicated ;.

mlmng reports as needed on voluntur pro-
gram;and | : .

¢ planning and implementing sy stematic steps for
the dévelopment of leadérship.capabllities
among volunteers, including a varlety. of task
assignments and support and encouragement to -
assumo increasing respons llity.- .

Lor other sample job doscrlpllons for this pomloo, see
appendix A,
. \
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Pllot Program =
Design Phase = T
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This section covers the steps and-tasks to be accom- _ \ carof(:lly stated objectives mak; the evaluation-task ‘ )
plished in planning a pllot program. A pilot program is.a much easier. _ _ . :
smallscale prolotypo of the complete volunteer program A clear objective is one that can bie interpreted In the Y B
an dgency may estabiish over a period of 2 to 3 years. 'same way by two ﬂ&p o qualify, It must
The complote volunteer program, in'general terms, is !
described in the position paper prepared by the planning ® state the result to be accomplished;
Gommittee during the exploration phase. . ® state the result in measurablé or observable o
. Part.of the board decision to establish a volunteer pro- terms; and -
gram’in the agency includes designation ofa segment of = & specify when the result will occur. L ) -
the complete program as the first to be established. This For example, _ : o :
strategy’ ;icrmlu the agency to plan and try out in micro- . - ,
cosm all of tho companents necessary for an effective . . '
’ wlunwef program, o test on a small scale the policies rosult m of U
o and procedures thift form its structure. This experience “ :u:::f::’oc:"c:q:“:::' :z:v’i;l::“
1 Js the basis for revising those polities and procedures . | will be established for Inb'allents
+ prior to impleméntition of the volunteer program on a . ! .
larger scale. The pilot program also serves to demon- - : s .
’":" the ;":‘:" tOf:\:pml,u“::rm paid staff who are not measura- | offering at ieast hour-long sesslons in . :
yet cammitted 1o the volunteer program. ble six different acivities over three : o ‘ -
~ The diagram on the following page displays in sequence - |- 1erms evenings cach week, 1 - '
. the steps that donstitute the-pilot program design phase. : ‘
' ! . 1 . . . . 3
. ’ N when to be in full operation in 6 months i B )
Deflne Oblectives o _ - o o .
” The first mp in planning a specific volunteer program Is ~ N© ratter heyrTlearly the objective Is stated it ‘”“' not . . T A
lo establish the objective(s) for the program. The objec- be useful unless theso quqsﬂom can be answered affirma- o
thn(:) should be as speoific as possible to provide a suf-  tively: T *
~ ficlent basis for designing the program components: job . e lsitconsistent with agency goals and other . : ' . v
domtptlons. pcmltln;. tralnlng, and supervision. Also,; ) ) . program objectives? ' g H
oY .3. Y . . ‘jll A»J . ....\. 19
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o Isitconsisterit with statf needs?
o v it gonsistent with cflent neods? .

o Isit tavible In torms ¥ tme, tagilities, and
- human and lman'cul'rcsuurcos’ )

o ~

' * Write Job Pescriptions

_ During the ekploratioh phase, thd question of what vol- |

" UMgers might do was expressed broadly in terths of '
. .m&uu. and administs ative needs. In the design of .~
- the pilot program, the question becoimes 'What will the -
 Volunteqrs do?* The answer is derived from the objec-
Sivesof the pilot program, iy expressed inSms of volun.
tear dutios and responsibilities, and is contained in a job
description. ‘ i g '

Tty Important to emphulzuy here that if the activity Is
ona formerly assigned to 4 pald staff member and a job
dexcription already ‘exiats, then a new job description
need not be written. Some adaptation may be necessary,
however, particularly rogarding the time requirements. A
‘complotely new job description will have to be written
only If none now exists.

~

How the Job Description is Used,

An accurate and corﬁpletg' job description is important ‘
. far anumber of reasans. First, it gives'to the volunteer
& sense of staff commitment and ‘program solidarity. The
existence of the job description shows that thoughtful
‘planning has been done and that the volunteer activity
Is indeed considered an integral part of the agency pro-
gram. The job description tacilitates communication and
- #xpedites the volupteer's inwgration into the program
~ because staff, clients, and v_u_luntwrs}l&nuw what to
7 expeqt. o
" The job description guides recruitment by giving poten-
- tial voluntgers a basis for deciding whether or not a par-
ticular job matchés their interests and abilities. The job
. decription guides selection by serving as a basis for de-
- termining the content of the lriterview, establishing se-
lection criteria,'and appropriately matching the volun.
teer and. the job, b :

Who Prepares the Job Description -

The volunteer coordinator and the staff wjth whom the
' volunteers will be working shoyld collaborate an this

task of adapting an existing job description or préparing
.3 new one. The staff members know the context in which
« the volunteer will be working, are thoroughly Yamillar -

with what the volunteer will be expected to do, and can

‘desdribe the qualifications that the volunteer should

havp. The volunteer coordinator must fully understand -

nature of thejobderrecruit suitable volunteers and Ay

a
'

A ) . :
be able to enwure “l the job description is cloar anl v
complete. - ‘ .

\

What the Job Description Contains

Minimally, a job description would include:
o what the. voluntoer will do, -
) who,!hovolunl%ur reports to,
® lhe'r;umbcr of hours required, - L
* the length of cohumltmén\g expected, and - )
o' the qualifications and/or skills_requifed o
. o _désirable. - o ' e
Other information that should be provided, although nat
necessarily as part of the joby dusctiption, ingludes: .

7 e the.goals of the program in whicf\fghe volunteer
is working, -

where the volimlger will b‘working, and 'R
uidelines for volunteor behavior.

Sample job descriptions from a variety &f agencios are
included in appendix B, :

_Plab Procedures _ ‘ .

and what they will be doing, procedures can by planned
that will ensure the volunteers’ smooth introddction and
- Integration into.the agency's operations. Not only does'
* this preparation make the unpaid staff member feol
more at ease more quickly} it reduces the number of
neadless questions that disrupt the narmal flow of agti- -~ -
~ vities and on-lhg-spol decisions that create cor:flxsi(ﬁ\. -

Having determined where unpaid staff will bo)working

*

Areas to attend te in establishing procedures are super-
vi¥ion, recordkeeping, scheduling, space allocation, and

. clerical assistance. The volunteer coordinator, working..
with administrative and mffFreprvsemqtlves, is respon-
sible for making appropriate arrapgements. Further, the
volunteer coordinator sees that decisions and procedures
are documepted and distributed. o

Supervision -

-

.

. Asa'general pfinciple, unpaid staff are supervised by the

pald staff member who supervises other paid staff in the
same unlit oK activity, Specific procedural items to be de-
termined are Co

e who the volunteer reports to and where,
o who s responsible for appraisal sonferences,
* how frequentiy these argheld,

o Instructions t

e volunteer about reporting .
iliness, ' e .
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o guidelines for handling problems, and
) termlnéllon paolicles.

Matters that pertaln primarily to the volunteor program
‘—Kl» itt bo handled by the volunteor coordinator,
include .

o mgaintaining records;
o tacllitating communication among all staff;
e counseling indlvidual volunteers; and

o muading regularly with volunteers to monitor
program progross, olicit suggestions, and antl:

_cipate problems. T—
Rccbvdkdeplhg .

Good records are essential to an eftective volunteer pro-
gram in order to monlitor program operation, provide a
recordafpr recognition of volunteer service, and form the
foundation far program evaluation. As with procedures,
the same principle applies: To the extent possible, use
the forms developed for paid staff. Beyond this, ney
records gy need o be devsloped to record data unique
to the program and necessary to dotermine achlevomem
of program objectiven

General Documentation. Assuming that the experience

‘gained in lhc pildt program wili tay the groundwork for
improving and extending the program, it wiil be helf¥u). -
tg maifflain a file of all materials that are produced and

used for all phases of the program. Examplos of what
this file might include are

e materials and resources collocled during the gx-
ploration phate; .

o the pasition paper; -

e copios of letters and mentts, both internal and
_external;

e content Bf presontations made to cofimunity
groups, .

e the pilot program design, énd

o all materials used for recruitment, orientation, '
training, reporting, and evaluation.’

The materials contained in this file will serve as a record
of the development of the voluntesr program, a source

of information for ongoing and periodic evaluation, and- -
_ the bases for more extensive program documents, such

as a volunteer handbook for recruitment and orlentation

purposes and staff and volunteer training and evaluation. -
~ models. ’

" Individua} Records. ﬁolioles rcsardlnu maintenance and

storage o «rec‘ords will vary from agency 10 agency. If
it is customary to compile and store employee records in

_ a folder, volunteer records should be. handled in a’'similar

fashlon.

2

.

For convenlence, voluntéers’ records may be located in
the volunteer coordinator's office and maintained under.
his or hor supervision. The volunteer flle bocomes a his
tory of an Individual's service to the agency. Do§umonﬁ
contained in the flle may include

o spplication form, S
o references,
o letter of agreement,
° ‘ns on recrultmem and evaluation interviews,
o written perfor_mance appraisals,
o training programs attended, and
e activity reports submitted by volunteers.

The content and use of these documents are discussed
move fully below, under Recruitment and Selection.
Sampie documants are in appendix B.

Progvam records. Informatlon collected on the volun:

.teor program Itself will vary according 1o the objectives -

of the program, but at a minimum the resords should
reflect tho resources that went Into the program and In.
dicators of possible benefits. For example:

e number of volu}\lqer haurs,
staff time. invested, '
o program expenses, and

e number of cllents served.

ﬁMw Data. A third type of reco\}koeplrig is data

that summarize on a quarterly basis, the number of vol- -
ts In the program, the number trained, the number
t

walting for assignment, and the number who dropped

0 evaluate recruiting methods, it is advl&bn to.
keep track of the number who ap‘bly and how they
heard about the program. A sample summary data form
is included in appendix B. -

Schod,ullng

A schedule is an essential planning hnd communication
tool for both the agency and theVolunteers. Paid staff
must know ahead of time who wlli be available, when,
and what they will be doing. Unpaid staff need to know.
when they are expectod for what'purpose, and for how
long. :

The scheduling | process actually begins when the agency

identifies the functions that volunteers will perform. The -

‘program objectives and job descriptions further define -
the time requirements. If the requirements are fixed, un- -
pald staff are recrulted whose avallability colncides wlith BN
the agency needs, If the time requirements are flexlble,
the volunteer coordinator and the unpald staff mem- -
bers can plan mu tually agreeable schedules.

_ Frequency. Tho longer the period for whlch a schedulo .
- can be established, the easler the Job of planning and.




N

commtmtullng expectations to pald and unpaid staff

and to adminlstration. Supervisors ¢an plan paid staff
assignments and clieng activities, and unpaid staff can

arrange personal affairs 1o ensure thelr regular attendance.

Accuricy. Once the schedule has boen cstablished, tt will

remain usetul only s long as It is kept up-to-date. Tis
recommonded that 4 check bd made with paid and un-
paid staff at applopliale intervals to determine whethor
the schedule is accurate. One persun should be desiy:
nated to recelve alt schedule dm\gcs and see that they
are u.\mmunlulcd to all concorned.

Posting. Schudules should be posted h\ areas troquented

by paid and unpaid staff apd alt others concerngd with
the volunteer program. The schedule loations should re-
mMain constant as noarly as possible so that all staft can
depend on finding the information foutinely..
' . 2 * \
Space )
Assignment ol oftice.or wwﬁspaw tor unpaid staff es.
_ tablishes a sense of iptegration and wnlmunv just as
L dom the selection ot a customary and convenient plaw
ur places to post the sghedule. . *

The volunteer coordinator's office or desk can seIve asy &
contral location for mossages and intormation. Consider-
* ation should also be given to questions such as:

o Where will unpaid staff park thei cars?
Where will they hang their coats?
¢ Do they need desks o olhcr special woy kspage’

» s thete an adequate ‘u'bply of malyrials !or
them to do their assigmed tasks?

o Where will special materials or cqulp ent bc
stored? .

Clerical Asslgx .

" When the boar fdlrec tors approved the utilization of
unpaid stafY, provision wafhade for the clenul suppun
needed to plan the pilot project. At this point, it is nece

to consider what level of clerical support will be
nc&hen the pllol project is implcmemed
'Faclors to consider include '

. L
e the number ot volunteers;

* rocruitment, training, orientation, and othtm
materials that will be préduced;

‘o assigitment of record-keeping shd Schedulmg
tasks; and

o nature'of volunteer assignients.

M clerical assistance is‘nevcdcd only fo‘r. specified inter-
mittent periods rather than-on a continuing basis, this
. function might be designated for an unpald staff member.

L 4
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':De\;ise Recruitment Plap o

Most manuals on establishing volupteer programs cite a

- deluge, rather than a dearin, of volunteers as a major

problem in volunteer reczultment. Unless 4 recruitmaent -
plan has been created and taitored to the needs of the
specific voluntedr program, there may be many disap-
pointed, unplicgd, or poorly placed volunteers. The rep-
utation ot the agency and the volunteer program will-
sutfor trom reports of disgruntled volunteer applicants.
Theretore, a recruitment plan and appropriate support.
ing materials arg neoded for Ioultng the kind and num-
ber of parsons mosl likely to fit the volunteer job do-
scriptions and openings. In addition, the timing of
reuuhnwnl implementation Is al: Recrultment
should not begin until the entirvpilot program design

aso has beeh completed and the implementation phase
laynched. . \

A reuuumem plan should be developed that will spoclf& ..

a the job dcscrlplion(s) and number of openings - S
for which.volunteers are needed in the pilot
p"oﬂ"am. 4 ) o’

¢ o

¢ appropriate places td-recrult for the specific
jobs, o

* appropriate strategies for locating prospbu&lve
volynieers for those openings, and-

o the tools that.are needed for the recruitment
etfort,

Job descriptions were discussed above. The remainde? of
this section will discuss places, strategies, and tools for

« :
recruiting voM\mers7 . _ N

_Where to Reeruit

The job description itself wjll give the clearest indication

of the most likely source of volunteers. For example, if a .
program need is the preparation of a monthly newslet- - '

ter, a gopd source for a volunteer would be the commu

cations or journalism department of a local college. A

student or team of students could produce the newslei-

ter as an exXTdgsion of tlassroom activities, pérhaps moni-

tored by their Brofossor. A bulit-in incentive would exIst.

for volunteer followthrough on the project, at least for -

the duration of the school year. Another possible re-’

cruitment source might be the local chapter of Retired .
Senior Volunteer Program (RSVP) whosé members may

well include former editors or writers who qutly

enjoy putting their skills to work again. .

‘Another example could be a jab description.for 10 vol-

unteers to alternate or be on call as escorts or compan- ‘
fons for clients who would like to go shopping, out'to a v
mayie, or on a similar outing. These volunteers would’ ' .
not need special qualifications, except perhaps a driver's -
license, but- an‘empatho ‘understanding of the cifent

-
*
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- : ) ) would be hlﬁ\ly\ioﬂrlblt Gudu!u cljents of mombm
: . of local Algoholics Anonymous (A.A.) or Al-Anoh fel-
) o “lowships might be the moat fortlle rocrultln. ground in,
. ' : this Thstance,

" The following “people power"' sources are unlquely val-
- Uable to an alcohol-related votunteer proM t
"o Graduate clients. Volunteer work may be a
- means to use lelsure hours constructively asan
! . © ald to recovery of In maintaining renewed inter-

. ost in living fully. .

Families of graduates and clisnts. In a volun-
. teor role and through volunteer orientation and
. training, these people will come to a better
' : understanding of thelr dwn fam{ly mombers;
thus motivation for voluntesring is built in.

Friends of staff and volunteers, The skills ind
interosts of the prspective volunteers will
probably be known to the staff and volunteers:
. . This will aid in ncrultmont for spoclﬂc volun:
C R toer jobsa
) The Counch on Alcohollsm.:A nitlonwlde vol-
: . _ unteer program ltself, the Council on Alcohol-
. . ism’s local chapter Is likely to have members
> : ‘ * who can ald in several ways; for example, by
_ provldlng faculty for the voluntesr tnlnlng
S : _ program.
o A.A, Al-Anon, and Alateen membeys. These

are natural sources, as the veteran in.the aftohol -

fleld knows. For the volunteer courdinator who
. ‘Is new to the fleld, it is Important to become
. o : familiar with thetraditions of these programs

: - and to establish rapport with the fellowships. A

“word of caution:- Fellowship members who ap-

-

N ) ' ‘ " ply to be volunteers do 5o as private Individuals.

Never Identify a votunteer (or anyano eise, for
that matter) as a fellowship member—the.fel-

‘ ~° lowship member ls.the only pagson who may
sham that information.

. Ouulde the alcohol agency network, the ﬂrst step
.« . In identifying recruitment sources would be to establish
R . lialson with a lacal volunteer coordinating agency. This
. e Is likely to be.a (eglstry of personstpr organizations
: 030 m.mbcuhip Is Interested in volunteering. ¥
contaclln‘ “organizations directly, the followln; ‘
"‘should notbeoverlookod ‘ .

"o Local groups. Local |roups assoclated wlth na
y "tional organlzations interested in the prevention
" and treatment of alcohol abuse and alcoholism,
) ' such as the U.S. Jayceas; the YMCA, and the
- . o National Congress of Parents and Téachers, are

: \ ‘ o ; I ' all potential sources. The Nationai Institute on
L / . ) Alcohol Abuse and Alcoholism’s (NIAAA) DI
. vision of Prevention dan provide a tist of con- . -
. - : tacts for these organizations. (See séction V.)
: 2 '
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' Other organizatlong for rocruiting unlor cldum arg

. A

Special poplation national groups. NIAAA has  *.
ostablished a working rélationshig with a num-
. ber of organizations to help meet the needs of
varlous raclil and othnic popuiations. The
include the National Black Caucus on Alcohal-
ism, the Natignal Indlan Board on Alcoholism. -
\and Drug Abuse, and the Natlonal Spanish-
Spoaking Commission on Alcoholism. A local+’
program may beneflt from tontactingthese
nmoml firoups to sook consultation.

. Rcﬂnd persons. The rotired Senior Volunteer
Program is & readymade source. The national
RSVP headquarters Is located at 806 Connec-
ticut Avenue, N.W’, Washington, D.C. 2052S.
*Local and reglonal offices of Actidn/RSVP, as
well as other community service organizations,
will be of assistance in recrulting. For additional
10urces, seo section V., .

-

A

Golden Age Clubs and the Gray Pantpars. These people
have much to contribute to the quality of a volunteer
program. Ip recruiting senlor volunwm. It should be

. nothbd that some members of this population are oco- * .

nomk:ally disadvantaged. Expenses may be aconcern for
potential volume}\hmonl older and retired persons. ,
Relmbursement for transportation and meal expenses

. should be cdrisidered If these are not generally provided.

o Low-income cSinmunitles. Volunteering Is of-
v ten a way of life and mutual survival Inlow-..
income communitles; It Is mn as "helping ¢
out” or '‘lending a hand.” al volunteering
in low-Income communities is usually thought *
of as something done by a person from dml_dc. )
the community, usually a person of differont
raclal, ethnic, or economic background. A re-*
crultment plan could build on the community's -
tradition of “'folks helping folks” by recrulting -
voluntoars for work In an agency that belongs
to and serves the members of thelr community.
As noted above! any recrultiment plan for low-
income voiunteers should take into considera
- tlon reimbursement for the. cost-of mmoom-
tion a.nd meals. : .

. e Churches and other religlous orpnluthns.
Church member§ who are orlented to Yolunteer: -
Ing their time foX wolhwhile activities are good
‘pountlll volumuu.

. Schools, colleges, and universities A rich rO- ‘
source for augmentirig special services, students
may be able to arrange for their volunteer acti-
vities to {erve as partlal fulfiliment of course re-
qylremen®. Both the volunteer promm and

the studem will bemﬂt. '

] .
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' ‘Stutodn‘!o't Recruiting

. . . 4
Choosing an appropriate recruiling Niategy can bo as im-
portant as finding the best recrulting source for filling

. patticular volunteer positions. A newy rolease to lqcil

newspapers and radio stations is likely to yiold two or
three doson prospective volunteors. if only two volun.
teors 40 nowded, this method Is tourting il will, A strat.
8y should be chosen that is most likely to yield the de-
vired number of responges from individuals with suitable
skills or background. 1 )

The tollowing are nmlim which can be used in a re;
crulting effort: AR

Word-of-mouth, This is 4 major recruiting strategy. It is

- o3paclall} offoctive when the "'word" comes from some-
. ong who knows and believes in the agency prpgum'am
“urderstands the objoctives of the volunteer program. Ex-

A s of ~‘worJ~of,-moulh strategios would include per-
sonal tontacts with Individuals in volunteer clearinghouse
orgapiaations or department heads of a college or.-univer-

“. sty 1o elicit their support In recruiting volunteers,

Presentations. If a particular group has a special motiva-
tion ot Interest: that is consistent with agency volunteer
heeds, a group presentdtion may be the best way to re-

I

- Brochures. An expanding volungeer program may, need a
brochure describing Its altivities and accomplishments,
Deveiopment of such a brochure Is a projdct that might,
be garried out by a group interosted in contributing its

gbled talents or by 4 studont artist'and writer tdam
from a focal college’s department of communications. A
sample vulunteer handbook Is included In appendix B.

* News Releases. |7 a mass medla campaign Is considvegd an
appropriate stratogy, news releases should be prepared.-
* Hare, skilled writlpg talent ks Righly desirable; this task
may be just Yhe chalignge for an able volunteer, The ar-
ticle should be tightly written, including the important -
detalls such as who Is necged, fomwhat positions,
. 4t what times, and where 4o apply, {fmetropolitan ar-
- oas, an advertising agency may dohats its time and staff
for such a public service project,

Photographs, If they are used, should be In sharp focus
and should communicate thelr messages at a glance. It

is besi’nat to try to put more than one idea or statement
in asingle picture. Eightby-ten, glossy black and white
photographs are preferred for newspaper, magazine, an
newsletter reproductlon; 3Smm color slides are needed
for telewision. Photography students are often eager and

willing to shoot assignments for free, just for the exper|-

crult from s membership. Group presentations are es- ence of gotting thelir pictures published. .

peclaily effective in obtaining contributions that fall Into
the "d;yllon" or *'group etfort” volunteer category.

'TM présentation should include a mini-orientation to the

- &gorcy’s godls and objoctives and to the volunteer pro-

gram. Audiovisual aids, such as a slide show of volunteer
activities that demaonstrates the particular needs for which
you are rocruiting, may be produced. Audiovisual mate-

- rials should be ysed only if they are well-organized and

of nearprofessional quality. Appropriaté printed mate-
tials, such as brochures, copies of tho agency newsletter,

or the Yoluniver job descziptions, should htavallab"ltf at

swich a presentation,

. Mass Medla. If a largo number of reauii} is needed, the

- Mass communications media can be used. Local tele-

vision and radio stations usually et aside program tjme

Jfor public service announcements. The local news and

activitles sectigns of area newspapcrs will also publish

© recrhitment news releases. .

‘ Tod_h for Recruiting

“Bescriptions,

- The Job Description. A voluntepr job doscr‘iptix)n‘, strate-
" glcally posted on thy bulletin board of an organization

where the agency's program is known, is a vory offective
recruiting tool. Job descriptions can be placed with fac-

ulty members of local schiols or colleges, and with com-
munity organizations with which liaison has been estab-

lished. Word-of-mouth recruiters such as board mombers,
agency staff, family and friends of clients, and grad-
uate clients could benefit from having copies of job

udiovisual Presentations. An audiovisual presentation

+ (slide shows, fiims, or vidootapes) can be highly motivat- -
ing and can ommunjcate the agency’s message suc- ]
cinctly, accurdtely, and-in an entertaining manner. Once -
developed, this\tool can be used npoa[odly, However,
creating an audipvisual presentation is a major undertak-
ing. The task should be'ass)i}ned to somoone with experi-
ence in this 2Ma. Again, a student projectis a possibitity -
preferably/a group of stugénts who will recei%e course’

crodit¥of the.productiof of a well-designed finishod
preduct. s

%6 Organ. Including a section on vol-
unteer acfivitios in the agoncy’s newsictter could sorve
a dual purpose: recogninion of voluntoer contributions

and achievement and continuous volunteer recruitment- -
to raeet agency volunteer noeds.

To summarize, the recruitment plan should identify .

« dhe best sources of volunteers for_the"bllol program, the .. :
"stratogyfor reaching those potential volunteers, and the v

tools that should be prepared. 2 .

.

Devise Selection Plan
Selection Is the link between recruitment and placement
of volunteers and ispased primarily on the job descrlp- R I
tion and the related qualifications previously specified
by staff and she volunteer coordinator. Basically, the
process for volunteer selection is the same as for selec:
tion of paid staff, . ‘ ’

. . . [

.
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This section reviews some overall slection «umidou»‘

tions, defines the essential elemontsal the seladtign plan,
and outlines bavic interviewing skitly” .

'_pwnll Strategy Considetations

Dopoﬁdlnu on e vize and scope at the pilot volunteer
progiam and the numbeor and kinds ot unpad statt posi-
tions to bo tllled, the tollowing determinations should be
made in order to plan the imost appropriate selection
strategy: , N

Q. How m.my positions arv to h« tilled?

. Whu Kinds ot oxpertive or background cxporl
\ once are noodod to til thewe positions?

o Could highly nmliuled ndividualy wha have
related interests and ba ound ¢ \penente in
lieu ob the stipulated expertive till thew pusi-

Transition from General Recrultment to Actual Applica-
tion. Where will application forms be distributed? As
the dotted lines on the schematic iltustrate, lppllc‘:lon
farms may be made available during recruitment, dt ad-
ministargd just priar to inlerviows. [t may save time to
screon out applications early througiadistribution and
examination of application forms; h&wever, this stratogy
does not allow for a more subjective appr o wlec *
ton. An appiicant may havo interests and talenty or
other contributions to make that coukd be determined

. only during a personal interview.

Scheduling of Interviews, When and where will liter-
views be held? Who will do the Interviewing? Should the
interviews be handled on a one-to-one basls o would a
team approach be better? Who will handle loglstics, In-
cluding greeting, administration of forms, and actualt
scheduling of interviews? Wil interviews be scheduled

tiuns it they roceive mitial, on the-job, .md{qr ™ by individudl job description response, kinds of func-

periodic lv.umng’

o It the answer to the .|huw qucslmn is yos, are
thore casily identitiabie lmmmu needs common
to potentid voluateers? Determination ot prob-
able prospective volunteer training needs will
aid in csl.ihli\hmx one criterion tor sdecnon

o Who will makye llm final decision ugumng un-
paid ﬂ.m Acceptance andphacement?

o What resouirces péuplc. time, space, money
are available to implement a selection strategy ?
One crisis intervention program, for instance,
uses d three-person sareening team {(one protes-
sional adviser, one oxperionced: telophone aide,
and one newly trained telephone aide) to con-
ducy each applicant’s |- to 1Y-hour interview. -
Questions are asked, oxpectations are ex-
pressed, and criss situations are vimulated dur-
ing the interview. A maximum ot 40 to §0 peo-
ple can bo screened over | week; however,
because the job requires scmiuvny and an in-
tonsive interview, optimum’ scheduling s S to
10 interviews per week over 2 months,

Other than staft time required for interviewing,
incidental expenses, such as reproduction of

" forms and extra coftee, should be anticipated.
A sample interview logistics chechlist s in-
cluded in appendix B.

Elements of the Selection Plan

Decisions concerning an actuat selection strategy should
be documented. The schematic on the preceding page is
a suggested sequence of events that iflustrates two alter;
nallve approaches to the application process.

The following steps should be m(egmled into the plan

, Whatis adopted: ‘

P.

¢

Q - L.

“ERiC - o SRR

RO A i ext Provided by ERIC

R

.“‘7.7:'

tions, or “'as they come''? This Iast decision depends on

A Nq number and kinds of unpaid positions to be filled

4 the number of applicants. Categorization of appH-
cants may aid the interviewer in recalling and assessing
indlvidual volunteets in terms of personality, ablllllos,

and interests. .
*

Criteria for Selection. As previously mentioned! the job
description for each unpald staff posjtion should Include
job responsibilities, supervisory procedures, time com-
mitments, and quallfications. The selection of unpald
staff is based on the job description, but other criteria
contribute td the final selection decision. Tholmowlowor
-may want to delormlne whether the prospective unpald
staff member can fulfill other, more subjective, staff
needs. A reviow of administration and paid staff discys-
sions duting the exploration phase and staff concerns
about volunteers should determine the kinds of qualities
an applicant shoul ng to the agency so that unpaid
staff can be easily integrated into paid staff. These kinds
of qualities are gonerally consjdered to ba desirable:

* Complementary igeology. Would the appli-
cant's feellhgs about alcoholism and underlying
issues have a positive impact upon-the voluriteer -
program and the agency in general?

o Complementary personality. How will the ress
of the staff react to the apgicant? Despite nor-
mal interview-based nervousness, can the appli-
cant express himsolf or herself adequately?
Does the applicant appear to be sonsitiye to
what other people say? Or are there Judgments

*inhorent In spoken and unspoken statements?

. Maturity. Does the applicant seem to axhibit
" qualities of stability, responsibitity, and flexibli-
ity? Although both unpaid and paid staff mem-

.bars may have had problems in the past, the im-
portant consideration s that thoy will be able -

n
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to cope with them on the jab. Could Yhe appll-
cant judge wissly if called on to make s decision!?
WIIQ the prospective voluntesr be responsible in
meeting the brientation, tnlnln;. and 6h- thrlob
commitmants? Does the applicant’s thinking. .
. appear to be s0 rigic? that alny change in sched-
" ule would diwupt job performance? .

) Moﬂvatlom and Inesrests. Even thqugh an in.
dividup! 8 nut have documented proof of e
glven skiilf™hero may be somq previously un:
dapped interest or abliity he or she may be
more ‘than willing te contribute to an aicohpl
my A pervwon-who has appropriate quajifi
¥ cations but is bored with Nmited performance
in one ared can become highly motlvated if
given a new fleld of intarest, it is desirable to _

try to discover the applicant's interests and the

source of his or her motivation for Volunteering
: durln. the course of the Ifiterview. -

. Rnllltlc umudom. Motivation grows from

the voiumtear's reailstic expectations concerning

‘his or her- direct Impact on' the cliant, on
the agency, on the volunteer program, and con-
cerning the applicant’s own future. Unpald staff

“who ale overenthusiastic about thelr capabili-
ties and commitment to the program often
burn out after a short period of time. An inter-
viower's gut feeling may be the only ciue asto .
whether or not the appiicant has reallstic expec-
tations gbout his dr her role in the program.

Above and beyond these general criteria, there will be
other important issues beartng on volunteer selection.
Examples include differing agency policies on length of
sobrlety for former clients who wish to work as volun-
toers, or the use of volunteers as couiiselors,

Strategy of Response. All applications and inquiries
should be answered in writing. If the appiicant s auto:
matically screened aut after completing the initial appll-
callon. anote of appreciation and rofeml to another
_agency should be sent. If the applicant warrants further
consideration, a note outtining specific qualifications
and expectations and an Invitation to Interview shouid
be sent. Foliowing the interview, a letter of gpjection/
referral or acceptance/invitation to orlentation
malled. Telephone Inquiries should also be seqtfenced in
the same manner. If, during a conversation, it is cluf
that the agency cannot benefit from the contribution .
offered, the person should be referred to another
agency. A sample agency referral form ls included In
appondlx 8.

Docummtlon To ensiire thal pro.nm avaluation
noegls and unpaid staff concerns are met, all inquirles,
initial actions, decisions, and.foliowup should be docu-
mented. The selection plan should incqrporate a system
of logging the specifics of the entire selection process,

a8

ould be

Including who iy résponsible for the documcnuu'pn and
when. Documentation will onsire that no potentisl un-’
palkd staff mombers are lost in the shuffle. Development
of the forms and standard letters listed below wiil faclli-
tate the selection procem Samplos of each appews in ap:
pondix B.

o Intervied guide. Use of an interview guide will
ensure that interviews are conducted in a cbn-
sistent manner and that relevant information Is-
recorded. The sample Interview guide shest in.
cludes space for documenting the date, langth ..
of the interview, name of the applicant, general
comments, and recommendations concerning a
selection decision.

o Log of phone inquirles A phone iog wlll allow
notatlon of kinds of contributions offered (if-
dividual volunteer, group service, special contri-
bution, or donor) and the response each
applicant receives (appfigation form, referral,

‘ invitation to interview). Jhis log and the inter-
. view guide may b used
ation and personnel

.« Community resource referral file. A fist “of
+ * other comumunity agencies should be available
%0 applicants the agency cannot use can be re-
ferred elsewhere. Feedback from these agencles -
" (for instance, their receptivity to certain cator
- gorles of volunteers) should be incorporated
. into this fie periodically. Many agencies aiready
" have such a file, 3o it may be useful to coitabo- -
rato-with other agencles in the davelopment of
thl: resource. (Ses sampie Ip appendix B.)

v Correspondence and forms. Many tr tlom
with poteritial volunteers can be hqn most
efﬂclomly with forms or form letters. Samples
of the foliowing are included: application form,
including cholce sheat and space for references;
invitation to .Interview; notice of acceptance/
invitation to orlentation; notice of rejection/-
referral; and agency-volunteer contract. (See
_appendix B.)

:

“The Interview

A well-planned, well-guided interylew givas both the
agency interviewer and the applicant a chance to meas:
ure each other's needs, expectations, and mutual sults-
blllty The following guldollnes will be helpful.

o Discover the lppllcam. Boes the applicant meet

the job requirements? How would the appll -

cant's previoug work experlence, Interests, and -
* personality mvesh with pald staff and admini-
/. stration, and the agency neéds M general?
o Help the applicant to discover the agenty. The
applicant wili want to know more aboq.t the

. -
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_ agency and more about the time, onergy, and
. financial requiremonts mentioned in the first
applicant intorest lotter. o

o Establish initlal rapport. Foelings :nf opennuss,
. trust, and accountability will result from full
v ,diwiosurg of agoncy expectations of the volun.

toer. A friendly afmosphere will upen the door

fot continued rapport If the applicant iy ac-

cepted, and is good public rekatinns even if the
agollcant i rejected or reforred td another
AgeRcy - ‘

' ¢ Enforce criteria for selection. The fost import.
ant goal of the interview is, of coursq, to decide

- whether or not the applicant would be an asset

10 the alcahol agency - sither in the position de-

scribed in the j0b description that attracted him,

or frer or perhaps in an’undnticipated role. by
* comparing the appiicant's quaMtications to pre.
viously osubllshod driteria for selection.

o Reach mutual declsion. The final decision re-
farding selection. is actually a mutual decision.
The praspective unpaid staft member may feel
he or she does not have the time, energy, or ti-

. nanclal resources required; may foel inadequate
conderning qualifications or past experience; or
may have any number of personal reagns for
wanting to withdraw application. The entire
selection process, and the interview in parficu-
lar,"should result in a realisticatly achievidy
‘Mmutual decision on selection and acceptance.

. Interview Skills

It may be helpful: foc thuse assigned lo interview pro.
lmﬂvo volunteers to review basic interviewing skills.
The following polnts may be helpful in postintcrview
nw'ovaluauon

° Lllunln. Did | allow the applicant to express
- his or her intorests without responding in a
judgméntal fashion? Did "l aliow him or her 40
finish sentences? Did the applicant feel-free to
ask guestions? An occasional silence is all right.
. Thére are times when a person needs time to di-
A geost information.

) 'Ruq:ondlnj. Did 1 answov questions directly
angd succinctly? If | did not know the answer to

a question, did | arrange to convey the informa. -

tion at a later time? Brief relovant comments to
-olarify understanding of the exchanged infor-
mation are the most valuable contributions to
the interchange.

¢ Questioning. Did | ask questions primarly re-
lated to the specifics of the job description and

~_ applicant expectations? Did | anticipate how
_ the applicant would answer? Did | allow the ap-

’

. plicant to mpond to leading questions, tollow
areas of mutual lnlonm and ¢oncern, consider
options rullmcally, and make decisions?

+ Demaanor. Did | bohavv enthusiasically? Did |
look integested in the applicant? Dld | help to
malntain a reallstic approach?

It the interview is comfortable, nonverbal cues (a smile,
4 nod, a questioning luok) will ogcur naturaily, This rap.

. port is what an intesviewer shquld hope to establish. i

the applicant is acceptod, a basis for mutual responsibll:
ity and-trust will have been' established; if the applicant
Is reforred to another agency, good public relations and
fiex bility concerning possible future utiization of the
appllcant will have boon achieved. A sample Interview
guido ‘is Included in appondix B,

Develop Orientation Plan

Orientation entaits all Information that all unpaid staff
need to khow in order to make a decision to contribute
their time to the agency. Separate from skill‘deveiop- .
dnent or ongoing staff davelopment, orlentation presents
an overview of program policies, benefits, and responsk
bilities applicable to aN unpald%taff

Below is an overview of what should be covered in the -

volunteer orlonutlon pl.\n v

Content

: )
. Tho development of a volunteer handbook containing all
- of the tollowing information would be desirable; how-

ever, if preparation of a handbook Is not feasible, suffi-

. clent time should be scheduled to cover each of the

fqlowing areas in a group meeting.

* Program policles, especially those that directly
affoct the unpaid staff. These would include
regulations concerning confidentiality and in.

- surance Hability, discussion of the volunteer-
agency contract, **volunteer rights’’ (see sample
draft in appendix B), program evatuation and
personnel appraisal, volunteer status (for in:
stance, probationary contingencles), and agoncy-
wide staff responsibilities.

W

¢ Information regarding transportation and reim-
* bursement.

¢ Announcement of upcoming events, lacluding
preservice and inservice &raining content over-
. view, unpaid staff responsibilities for attend-
" ance and ®ntribution, and date of actual
_ placement. - .

¢ ‘A tour of the facility-and introductory mntln'
with paid staff and administration.

o Unpaid staff's questions and feedback. &
29
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,aleohol -related problem.
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Logistics . .

i T ' .
As with the yelection pl\l:. the orlentation plan should
take into copsideration the resources and constraints of
time, money, people, and space. The interview logistics

check!ist in appendix 8 can dlso bo Ud Ay a reminder for -

applicable {tems. Priov to implementation, a chockllst
tallored specitically to the individual agency’s orientation
plan should be developed,

v

Design Training Plan ,

Training is part of the agency’s responsibility to all un-
paid staft and Is included on overy }ist of factors essen-
tial to the devolopment of an offective voluntogr program.

The comments in this section pertain particulatly to the -

training of the individual volunteer working as unpaid
staff on a regular basis for a poriod of at least 6 months,
bul the principles and planning sequence are the same
for all volunteers.

How Training Fits In

A training program must be designed with reference to
all the contacts made betwoen agoncy and volundoer.

From recruitment through.selection, orientation, and ¢ '

preservice training to inservice training, opportunities
are available to help the volunteer propare to perform
his or Rer job effectively. Difforent training goals Wi -
apply gt different stages. '

o Rocruitment, seloction, and orlentation help
both the agoncy and the volunteer learn enougt
about cach other to make a decision to work
together.

.o Preservice training covers the knowledge, atti-
tudes, and skills tho volunteer needs to per- .
form tho job.

. o Inservice tutninﬁ helps the volunteer to improvi
his/her effectiveness and to assume jobs af dif-
fering or greator rosponsibility.

Each stage should buitd on the precoding stage tqavoid

unnecessary duplication. Generally, the areas touched o

in each stage aro similar, but at each succeeding stage the
material included becomes more specific. Rogardlns tho

“problem of alcohol abuse and alcoholism, for example,

recrultment information would cover an overview of the
problem, current offorts to combat it, ang the agency's
role In that effort, Orientation would emphasize the
known facts about alcohol abuse and about its proven-
tion and the treatment and rehabliitation of those with
the problem. Tralning would focus on ostabilshing a

helping rolationship with .an individual who hay anl

. v
Other Outcomes of Training
Aside from the purposes of training already memiono.d-f. T

volunteer seloctlon apd preparation for the task to be
pertormed - tralning®as other outcomes,

L . Tralning Is ‘ood publlc eduxation, rhe.aeoplc
. who partigipate wiil be botter informed about
the problems of atcohol abuse and alcoholism
ar\d the atiempts to combat those probloms,

. Tralnlns Is good public relations. 1t (nlurms
poople about the agency and its contribution to
the community. Training participants ate in'a

r position to Interpm the agency to |he

~erditing more volunteors. . \

o Training sossions provide an opportunity for
. volunteers to begin to bylld individual confi-
dence and mutual support and emhuslasm

o The hclping relationship established betwocn
volunteers and staff during the trainln% period *
Is the beginning of & constructive supervision -
process,. = v~ .’

Objectives

The objectives uf the formal proseryicg training program -

are derived from the job description and from the needs .

of the volunteers who are selected to fill the position,
Although the training program must be planned before
it is known exactly who the volunteers wil be, the job
qualifications and the selection criteria developed by
the staff will help to create a preliminary proflle of the
prospective trainee. information gathered Yrom applica:
tions and personal interviews will confirm the original
estimate of need or provide direction in making modifi-
cations in the training.plan, The key word is floxibility>
being respcnsive to the Ideasand suggestions of the vol
unteers thomselves as training proceeds.

The obloctivos specified Tor the training program will

‘probably fall into one or more of the following categor- -~

ies: knowledge, attitudes, skills, Knowledge is informa-
tion about alcohol, alcoholism, treatment, community
resources, and the agency program. A sample objective
. In this category Is. . -

When nkod to desqlbe the agency’s program, the
volunteer's response will {Mclude an accurate states -
*° ment about the program goals, services offered,
. client capacity, staff slzn and capabilities, and an-
nual budget.

Attltudes or opinions about various Issuos are hased on
an'Individual’s vilues and beliofs, and attitudes affect be-

havior. For example, the indiwdual who believes that -

[y
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drinking ls evit and immoral wiil probably be constrained
in his or her behavior uw&d thosg who drink even
though the conwlous intention s ta be helptul.

Attitudes change slowly. An attitude based on fulse in-
tormation can sometimes ba changed by correst intor
thation. Discussinn ot ane’s attitudes with othery ox-
changing views, expioring the relationships of attitudes
and behavior, and oxamlnlnu alt‘rnallvu often leads
to groater change. L xporieme gonerally has lho heaviest
. IMpact on attitude change.

“The primary goal and most desit able outcome ot o pre

wrvice Jalning program s that tainess will become

. more aware ol their own attitudes and the relation be-

L

tween those attitudes and their bohavior. A sample ub-
lective in this category is:

The volunteer will demonatrate an awarenoss ot

how his o her own attitude toward drinking and

drinkets can tacilitate or impede a client's recovery

by distinguishing-between potentially positive or

nogative practices from adist of statements that de-
+ sribe typical situations in a treatment program.

Skills, the third categury of objectives, involve the tech-

niqués a volunteer must have to perform the job, such as

answering the lclephune. making an appropriate referral,
or developing a hclpmu relationship with X client. A am-
ple objective in this wlcgnry i

The volunteer will make an appropriate response
to six or eight typical client questions ‘or.state-
ments in a hyputhetical situation. Appropriatencss

. will be judged by trainer and other voluntegrs us-.
ing a set of recommended guidelines.

Training _Methf;ds

The methods used in training wilt depend upon the train-
ing nmeulves Also, methods should be selected with lhc
following in mind: ° .

o People learn best by duing.

* Adultsbring with them a wealth ot knowledge P'« be darkened to show a film? Are clectrical outlets con-

and experfence; tap this resource by including

© " in every session an vpportunity for volunteers
10 raise questions, share their reactions, and dis-
cuss issues, For this purpose, groups of four to
six people permit maximum parucipatmn by

ach member R

The purpose of the session-and how it relates to
the volunteer's role and to previous and subse-
quent sessions shuuld be made e.\plicit‘a‘l cach
session.

. lndwidu&ls differ in their loammg styles and
preferences. Themurc use a vanety of methods
within one session and throughout the training
program, This strategy also maintains intcrest
and reduces fatigue. '

LN
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Matching Methods and ObloctlvofJ .
.

. \ >
¥ or presentation of information, chaose a Pecture ay the
last atternative. A visit to an agency is much more effec-
tive than a vorbal déscription. A 8lm can dramatize the
NatuTe and extent of 4 problem with greaterimpact than
an oral presentation. It alecture iy used, keep it short;
Nintrate it visually with diagrams, key words on a fliip-
chart, or alides; and provide trainees with a written sum-’
mary of the hey points at the end of the session. Sample
situations or case studies give trainees an opportunity to
apply the facts they are fearning. 'I'ﬂoy can stimulate
questions and increase undmunétnu ».

Methods suitaplo for ubjectives relating to attitudes in-
cludo group dlscussion, role playing, and solf-dlscovery
or selb-assossment questionnaires, A yelaxed, nonjudg:
mental atmosphere should be established for efféctive
attitude exploration. There are no right or wrong answers
In this area. Rather, the tocus Is on exploring the range
ot attitudes in the group, how they relate to the volun-
teer role, and alternative ways to handle those attitudes
that might interfere with effoctive performance.

Mothods appropriate for learnirig sklils generally include
demonstratioh, practice, and feedback. A demonstration’
of the skill provides a model. Practice and feedback per-
mit the trainee successive chances to approximate the ;
mgedel performance with guidance from the trainer and
the other trainees. If Aavailable, videatapo and audiotape
otfer the advantage ot alluwlng the traince to see and””
correct hls aor her own performance.

Logmlcs Well-thought-out physical arrangements, for
the training progrum set the climate for learning and con-
voy the seriousness with which training is view by the
agency. , .
Space. Aside from the ‘obvious 'considemlomﬂof light,
comfort, good ventilation, and roominess, the training
‘space should be free from distractions and interruptions,
-1t should be-able to accommodate audiovisual equip-
ment if this medium is to be used. Can the room

s

venient? Wil the screen be clearly visible to all?

The training location should be selected for agoossibllhy T

If suitable space is available In the agency, thfs wlll facili-
tate staff pardcipallon The location should be convonl

ent for volunteers using public lransponallon and privato .

automobilos.

[

Alternative siles for training include other social service-,
agencies, churches, local universities, and librarles. Some
business organizations have meetlng’ rooms that they

..might be willing to make avallable. Whatever slte Ischossn .

should be available for all sessions of a given train-
ing cycle.

Timing, This factor includes two considerations: whon
and how long. When will depend upon the volunmrs

)




who will be attending. €venings wiil be most sultable for
those employed full time. Marnings and afternoons may.
be preferred by others. If it is not possibleto find a time
when evoryone can come, or If the group Is too large,
two simuitaneous programs wlll uuully u:commodlu
the needs of ov«yono. '

Customarily, preservice training takes a maxlmhm of 10
hours. Training whedules from a variety of volumear
programs show thix time divided over three consecutive
evenings or a day and a half, or allocated Intermittently
over four or five evenings In & 2-week pgrlod Generally
the alm Is to complete preservice training In as short a
time as possible \ 0 fustain the voluntesrs’ enthusiasm
and to place them'in their assigned jobs with dispatch.

Inservice trllnln. can occur on a weekly or monthly ba-
sis for 1 to 2 haurs per session and may be dlocmd
among several activities:

e an Individual mmlul with the mff superyisor

o a umall group mekting with toplcs selected by
volunteers or tra'ner,

o followup meetings with the volunteer coord!-

_ nator, espoclally in the early weoks of service,

to discuss voluntesrs' concerns and speclal
problems; md/or , -

e attendance at staff meetlnp. open A.A. meat- -

ings, and educational meetings offered by other
local agencies,

A description of a specific volunteer program and IS
accompanying.inservice training design are included In

appondix B.

Mllcellmoou)s. Name tags should be provided for every-
one and worn at evory sossion. At the first meeting of
the group, time should be sot aside for a getting-
acquainted exercise. This activity is Important not only
to Introduce participants to each other but also to accel-
erate the pace at which participants become Involvod In
and make contributiont to the sessions.

“ Simple refreshments offered prior=to- and midway

~through each session establish a relaxed, soclal climate
and chp participants to become acqualinted Informally,

Staffing

-

In addition {o coordinating the design and logistics of
the training program, the volunteer coordinator provides
continulty for all sessions by greeting volunteers, Intro-
ducing tralners, and linking sessions. The tralning ses-
sions pravide an excellent opportunlity for the coordi-
nators to get to know the voluntoeers and to gatablish the
relationship with sach that will eass the tranbitfon from
newcomers In the agency ta expcrlonud. unpald staff
members. .
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Itis advisabie to have a second person available to attend

to such matters as taking attendanca, prepwing coffes,
dlltrlbutln. materlals lnd taking messages.

If small group discussion Indon are needed, they may

be recruitad (Jom staff and, later on, from experienced
voluptesrs. This group should be selected and prepared .

wall In advanca of the first session. This involvement of
pald and unpaid staff in the preservice training program |
will further facilitate the transition and lnumuon of

new voluntesrs into the program. .

Resources

As a rule, the amount 6f money available in an agency

-budget to support staff training is small, The amount

avallable for volunteer training will probably be even
loss, despite the Importance of such training. This fact
will challepge the Ingenulty®f the tralning program plar
ners to deliver the bast training possible for the least
amount of money. °

The :Q'mhlmloml resources ldentified during the ex. )
pioration phase will be of great help In getting startsd.
Some will be close to home; others will bs far afield.

o Start within the agency. Perhaps a staff member
has tralning experience that could be tapped.
,  Others May be interosted in learning more
about training. They can help in the design and
may serve as small group leaders. .

¢ An experlenced trainer may b\locaud at a
nearby unliversity, In an already established vol-
"~ unteer program, or In the State alcohol agency
" or volunteer bureau. This person could be In-
valuabi In helping to design the program.
"« Once the program Is designed, the next stop is

to Identify the people and materlals you wm
need to dellver the tralning.

¢ Look for existing programs In similar mncln
that might be open to your volunteers.

~ @ Does another agency have simllar tralning
needs? Could you team up?

¢ Coliege faculty and. students may donau thelr
~time to develop-audlovisual materlals.

. College llbrarles may lend fiims and videotapes
from their collectighs or obtain them froma . .
" larger university film library. Check thelr
, cmloa. ‘ .
¢ The National Clurlnghoun for Alcohol lnfor-
mation provides free pamphlets and other ma- .
tarials on requast,

o For certaln purpeses, experienced volunteers
and former clients may combine the experience
and necessary capabllity to contribute to tho
tralning program::

*
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This s only a beginning list. Names and addressas of or-
+* ganlaations to contact and wm\w materials are listed
< inmctlon V.,

Formal Recognition
Some agencies mark the end of the preservice training

- program with a simple ceremony. A brief welcome to
. the agancy by the director or board president, followed
by presentation of name pins or othot identifying
Wa. Is one ponlbmw

 Followup

In addition to the Inservice training suggestions listed,
other formal and Iinformal opportunities should be pro-
vided t0 voluntéers.

¢ Invite them to use the agency fibrary.

o Distribute a reading list of relevant fiction and
nonfiction. .

o Include thein In regular agency inservice
sesslons,

o Attendance at summer schools of alcohol stud-
les will Increase their knowledge of and Involve-
ment with the field at largs.

" Evaluation
v
Evaluation of the training program may be simple or
- elaborate, depending upon the resources available and .
the precision of the data that i needed. Again, the local
" university may provide faculty or graduate students who
-would assist In this activity at little or no cost.

At minimum, training evaluation should include

s observation of trainoes’ attendance, level of par-
“ticipation, and overall rucuons to each tralnln;
o uulon.

. ‘wrluen feedback from trainess on the vaiue of
tralning at the ond of the last session and after
~a 3- to 6-month interval; *

e observation of volumcer performance on the
job;

o reports of pald staff mgm{lng‘ volunteer per- .
© formance.

Sample evaluation forms are Included in appendix B.

- Devise 'Eviluatlon Plan

- On.the dtann‘ Iliustntlng the process of volunteer pro-

@ram deyelopment; the evaluation plan Is the last step in

- the piot program design phass. This does not mean that
. -0 thought is given to evaluation until this point In pro--

- percelve it. Both are equally |

gram design; on the contrary, as pointed oGt In section |,
evaluation must be & gontinuous process from the begin-
ning of program developmaht. What might be described
a5 ah appraising hadbit of mind should cause one (o
oxamine the effects of plans and actions at frequent in-
torvals even as the plmnln. and implementation are in
progress.

The Interweaving of evaluation with plans and actlom Is
reflected throughout the guide. The end of the oxp\on
tion phase is a checkpoint at which o aswess the
thoroughness and effectiveness of the efforts to secure
agency and staff commitment to a volunteer program
and to explore the feasibllity of a volunteer program In
the agency. Evaluation Is referred to throughout the pl-
lot program design. phase in the discussions of pro-
cedures, recruitment, selection, orlentation, and training
plans. Reference is made in each step to the relationship
between that step and evaluation and to the Indicators *
of success of the design and implementation of that step.
For example, records are essential tools for the col-
lection of quantitative evaluation data. The comploto
noss, accuracy, and relevance of the data contalned In
the records will be a measure of the attention given to
the design of the records and the procedures for keeping
them,

I?o comments in this section wilil pertain primarily to
aluating the pllot program after valunteers have been
working for at least 6 months. This evaluation effort will
lead to conclusions and recommendations about the fu.
ture direction of the volunteer program and the madifi-

. cation of the pilot program design necessary to strengthen '

the program.

?
Obloétlvos .

The evalunlon plan has two sets of oblecthm Figst, the
objectives specified for the pijot program determine
what to look for as indications that program objectives

. have been achieved. Second, gbjectives can be speclflod

for the evalyation plan Itseif.
The first program objective Is to determine the extent

" to which the program provides satisfying, purposeful

work for unpald staff; the second is to determine
whether the program Is to be continued.

Wha_t to Look For

The evaluation plan should specify forms and procedures

“for collecting both quantitative and qualitative data.

Quintitative data include those things that can be
counted: dollars, hours, and people. Qualitative data in-
clude how peaple feel about the program and how they
tant. The program

may be extromely efficient s of the number of

volunteers rocmlwd and mlnod per dollar spent, but If

®

33




volunteers are dissativfled or cliants do not
program is heiphul, the efficiency of the program |t
wasted. On the pther hand, If everyone Is satisfied and
happy but the tost of the program excesds the agency's
respurces te support it, a good program is very likely to
be disconiinued.

Quantitative Data. The records of the volunteer program

shouid be designed and malnulmd o ylold wch infor

mation as: ‘ { .
e the number oi hours of voluntesr mvlce.

s the number of staff haurs spent in supervision
and training (ask both staff and voluntoeers in-

. dependently how much time' thoy spoad
together), .

* the cost of supporting the program (coordi-
nator's time, training costs, reimbursement of
expunses, materlals, production, and so forth),

¢ the number ofclhnti served, and .

¢ the number of volunmrs who leave before the
end of their commitment. .

With this information, program statistics can be de-
veloped regarding

s the ratio of staff hours to volunteer hoyrs {one
program sets 1 to 15 as an acceptable standard
for a fully operating program), and*

o the ratio between the value of voluntéer service
and the cost of program support. (The standard
for the dollaNlue of volunteer time in one
program is $3 to $4 per hour; a more accurate
flgure, if a provalling wage Is known, is what the
agency would have to pay per hour for equi-
valent services.)

Qualitative Data. Informal observation and listening are
two of the most usefulymathods for collecting informa-

tion about the program. At meetings, during mlnlng. on..

the job, and in casual conversations, what people do and
say provide valuable clues to the health of the vol’unmr
prplr.m !

These informal observations can be checked by llMple .
forms or questionnaires completed by staff, volunteers,

* . and clients. In addition, the Planning Committoe Check:
list in appendix A can be adapted for ovaluatE\: continu- -

ing commitment to the program. A fourth suggested
form is a checklist for evaluating adtinistrative proce-
dures, to bs gompleted Independentlt by the volunteer
coordinator, menbers of the volunteer committee, and

. the agency director; and then compared. Sample forms,

* in each of these categories are included in appendix B.

Resources

[ o -
Plan 1o get extra help 10 perform the evaluation tasks.
Expert guidance in degjgning the evaluation may be
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* found n{om local university=faculty with experienoe-in

ressarch and evaluation and The Arsa Alcohol Education
and Training Program. Volunteers can help with record.
keeping; tabulation of data; and distributjon and collec-
tion of staff, voluntoer, and cliegprreaction forms.

There are two imporgaht things to remember. about
evalyation: . !

'

o Do it no matter hmy,llmlwd the resources; in .
evaluation dous not have to be technically
porfect to provide useful intormatiom:

s A It. Whun you have the Infonmllon put
it mmediately to strengthen what is
good and ithprove What can be better. Do not
forget to let pboplo know what the evaluatlon
! results are. .

J

Threughout the pilot progtam design phase, the volun.
teer cdordinator will ba résponsible for planning the allo-
cation of the.total amount of meney allotted by - -
the board to flnance the volunteer program. Some of the
total amount may already be committed for the volun-
toer coordinator's salary and insurance coverage. The re~
mainder myst be appor(lonod among expenses such as
consultant fees for conducting training, ptirchase or pro- .
duction of materials, reimbursement of volunteer ex-
penses such as transportation, special supphie$ needed fqr.
program activities (rsfreshments, craft supplies, and w0
forth), and salaries of other paid staff connected with
planning and Implcmcntlng the vplunleer pfggram )

As program dosign proceeds through planning of pro+ .
cedures, recruitment, seiection, orientation, training, and
evaluation, the selected approaches must take intp ac- . -

“count the limitations impdJsed by the budget. It may be

necessary to modify decisions made in one or moro
areas. For example, it might be determjned that funds
wolld be bettor spent to reimburse exponsesof volun-
toer staff than to hire a consulunt for the tralnlng .
program. :

_Ono.alternative when funds are limited s to elicit dona- .

tjons of Services, such as printing or reproduction of vok

‘unteer program materials, or of materlals and equipment
- such.as paint, paper, of recordplayer.
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Implementotlon o
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This section concerns puttlﬂg tho pllot volunteer pro- " Toald in the sui:couful implementation of the pilot pro-

‘ gum into action, implementation is the testing of all =" gram, a discussion of stafT orlentation and volunteer re-.
. the plans developed in the pilot program design phase: cognition is included in thls sectlon. - . : :
Ing the job desgriptians; initiatjpg volunteer program _ _ ’ _ o
" procedures; Iu:%nchlnl ncqmm , sslection, orienta: . ! .
» and trainirig of volunteers; e ting h | ' '
tion, and training 7] ; evaluating how well the Orlent Staff

*,‘ program |s achieving {ts goals and_objectives; deterinining . . - . l -~ -
" ‘Whether or not to expand the volunteer program beyond o ’ : ‘ -
" the scope of the piict program, and, if so, whetherar  ~  Orienting staff to the use of volunteers is a communica- ‘ : .
_.not changes ’hWW be made in any Plﬂ of the program . tions process that begins with staff represontation on the _- e Ty
“design. - _ planning committee and never ends. Without an orienta- - ’ ..
. The p"ot program 'mphm.nutbn “d‘ m‘ﬂd bea ) tlon process—and its outgrowth Of staff comrqltmont . i ) N . i
time of corttinual checking. , 3 ‘and support of the volunteer program—the pilot volun- . ; \ -
.o Which program goalsand cbjectives need ad- taer programganniot succoed, . . \ S ' N :
justing? : - Objectivas of sta orlcntatjon are . ) : ’ _ ;
o Are the plans and procodum flexible snough? o "to develo understanding of voluntoer pro- : - ) : ,._‘ _
o o Whatis Nlﬂi learned mt,wguld indicatea - . grams and; as an oltgrowth of thlt understand: - . -
77 need to revise adminisirative procedures; re-  Ing, staff commitment to and support of the
© cruitment strategies; the selectioh, orientation, .* . proposed program;
. = . -and training process; and/or the budget? o e to encourage and enable’staff to take responsi- :
‘e How haye staff and clhnh been affected by tho - ‘bility, both professional and personal, for the ’ , . '
B ._offom of voluntesrs? . . success of the program and to derlvo ml;fac- * ' :
. ¢ How is volunteer morale? - . C . -tion from that resporisibilitys, N NG Lo - .
¢ Which volunmrs are ready for mdmmp romr e develop between staff and volunmrs awork- B
- For new assignments? - ..~ .. . Ingand positive partnership In the offering of * i
" "o What are the indicators of program sucosss . services to clionts; )
~ which the board ‘members will want to hear L . to achieve changes in attlu.rdes through the ¢ _ .
© about before recomenending expansion of the - - change of information about volunteer effo('.i . , B
. prognm beyond the puot phan? s v o tlveness (therc can be no staff Qraimng umglf - -
;‘._»_, ’-". : N ‘ . . o . . . 3 37
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. .
there is enough statf interest in volunteers to” ' stalt tg |dentify wlth volunteers and_thelt .
sraure 4 smmmitment Lo learning about them); " roles; - ’
and J v _ @ information - activitles and sessions designed to . -
¢ Lo doveiop 4 process af negotiatibn and com- ~make avallable to staff data on the posltive Im-
munication botween statt and the volunteor pact of volunteers in agencies, descriptions of . B |
cm[d.tnamr to deat with mutual concerns about . well-managed volunteer pro‘nm;:'md the . ) '
) volunteer/statt rplationships and volunteer pro- variety of valunteer roles and fungtions; and
kram offoctivonoss. - | o staft noods identification and volunteer job e / .
Staff Concerns “ M [ processing--activities designed to elicit staff .
needs and corresponding potential volumoor i
-~ Spacitic staft concerns abbut v‘tumoors include the fean 'Obs and joh descriptions. ‘ L J T -
that voluntesrs will not be effective with clients and may Pmaum otientation and trainjng at the pllol program :
actally harm them; that thefr own professional stagus, design phase will include ,
perhaps sl‘lll being determined, will be ul\florh_\lv«\_ by___d_'ww .»w-‘-LMW¥ dosign and-PPOTedUTes HTfOrgs — -~ e s et s
voluntoers; that lh\y will lose cORTPOIGT VoTuntoers tion-- sessions to inform staff of the specific ° . . . .
cayse thoy are uv)p.pid and therefore unaccanqu o structure of and procedures for the pilot 'pro‘
the statt and the agency; that volunteers '."l" we gram and the various plans relating 1o its imple-
and judge the day-to-day rodll!iﬂ/ and perhaps inada- menuugn. - ) K . .
- quacies ol staft etforts and talk publicly about them; r - [ .
o ‘that something new - the volunteer ~makes the world a o staff wainifg in the fo"" of reguiarly scheduled
littie more unmandieable, more difficult to cope with; '+ small group moetings with staff to continuo ori- N w
and finally, statt may be _roiu Ftant to articulate their - ontation to voluntoers and for doveloping posi- '
conflicting feelings about voldnteers, Lo criticize well- tive statf/volunteer rglalionshlps; 1‘"" L
“Intentioned: nice people who ving their time for o statf suporvision of voluntobrs -a series of train- ‘
rov, ' ) o ing sessions for staff who supervise volunteers . { -
’ "’ _ directly. _ )
AITBI these ganeerns are 1eal, but they can be atloviated ; ] ; ) L
through sla"ficnmion activitics. The rationale for staff ropresentation on the planning -
o . i ; o committee and tor statt involvement in the selection of : °
‘The volunteer coordinator takes primary rosponsibility the volunteer coordinator has been addressed, but, (o re-
_ fot the orientation ot statf to volufteers, although much iterate, those involvements are "first steps’* toward the ! )
Initial orientation work will have 10 be done by the Plan‘ chiavement of staff commitment amd involvement in ‘ .
. ning commiitteo prior 1o the seleciion of the volunteer 4 volunteer program.
coordinator, Uthers assisting the volunteer coordinator
_ will be those statt members who have had experi- - Ventilation - T ‘ .
-ence with volunteers, veteran volumeers, and, when ap- ) ] i
PVODFIAIG. outside experts in communications. i . “Informal “rap" or "'ventilation™ sessions, facilitated by
: ‘the planning committee coordinator, should be sched-
0'""“»““" Phases » . uled at the outset of the exploration phase. Sessions can. :
_ . ) . " be continued throughout program development and can N
.S:‘" $'5°"".“i°"h and training _;"" be C‘:"““""d andinclude volunteers as the pliot program is implemented. T *
“planned in two phases corresponding to volunteer pro- ] ' '
if;'m planning phases. preprogram orlentation,at the éx- Smali group sessions of from S to 10 staff members will 7 .
pluration phaw*and program orlentation and training at allow the facilitator to begin to inform staff about'the o
~ the pilot program design phase. Puwrolram orientation’ use and offoctivenoss of volunteers, 1o deal with in. i .
f will include;, ** dividual staff attitudes about valunteers, and to identify k .
) ose staff members who may dater want to become
. o representafon on the planning commitiee; more hdavily involved in the volunteer program. -
o o contribution to the sclection of the volunteer (| Loy o0 ol be fimited to staff dnly. The ad- ~
coordinator; ~+ -\ ministrator can be present at the beginning of the first ., b
ventilation - the exploration of l ial staff at- session to demonstrate hls or hér suppon of the utiliza- .
\N\udes in regard to volunteer's anf the identi- tion of volunteers. .
”"‘ tign of staff receptive to “?’kl"‘ with In the first sessign, the facilitator should créate an at- .,
V"' nteors; . . i * mosphere allowing open, honest, critical discussion and
r lﬁcnuficalk)n with volunteers - aulvlues and  _ should pledge’confidentiality. Initial discussion'can be ) )
role playing cxercises designed to encourage centered on-basic misconceptions about volunteer roles .
. 39
‘ ’ , ¥
i B, \ S
[ v, L]
- ] v
. . N
- ) ‘ } ‘ « ) \. A »
| . . . l |
i
- . y

. )




e

1

o~

AJ
N

7 .

m{ sffectivenems based on lack of information about
volunteerism. These points should be made: .

o Vplunteers supplement staff; they do Aat re>’
place ataff. Vol.unllﬂ oxtond staff capabitities.

o Becaum voluntean can be just about anyone,”
m can do just about anything. So regardion
at ls needed by staff, It'ls tikely that
wmoomcmbo found whoéando It.

Identification with the Volunteer

R [ 3
As a oBntinuation of the ventilation sessions, the facill-
tator can begin to assist staff in identitying with volun:-
toers and their-roles. Frequently volunwers and paid
staff cite similar reasons for choosing to work In the al-
cohol fleld. An orientation exerclse that encburages dis-

cussion and comparison of voluntser and paid statf motl-

vation Is one way to Hiustrate this paralel. This exercise

heipy to create solidarity In a helping agency and, hence,
sase the integration of voluntesrs into the agency. In ad:
dition, understanding staff involvement In the fleld and
understanding the voluntesr's need to conifibute in

(%

_general may uncover strategles for mcomltion‘of paid

anmd unpald staff. G : ‘

~ Analysis of reasorts for Involvement uhcovers two maln - -

motivations among volunteers; a particular interest in
alcoholism services and a primary Interest in volunteer-
inggper se. Both groups have basic Qothhnlom Sor

~in ont.
)

.~ o Career Develdpment. Attainment of knowledge,
skills, and contacts In the aicoholism fleld may
improve chancus of paid or uhpaid job advance-
ment. Volunteer work may be applied for
credit in a college.of university program.

.o Personal Responsibllity. An individual who
once had an dlcohol-related problem, or knows
someone close who had or has such a problem
may want to pay a debt to the field for
monal recovery or learn more about alcohol-
tsm md the avaliabls mourcos.

o Soclal Interaction. Volunmrln; may fulﬂll a
need to belong, to conform, to gain clvic rocog
nition, or to meet new peqple.

e Search for Ic_lontlty. Some personal needs—10
-flll a void, tofill time, to. feel creative, to com-
~  Mit onesif to a cause and feel worthwhile,
to understand onesslf better through under-
~ standing of others—are fuifilied by volunteering
In an aleoholism agency.

‘o Miscellanecus. '‘Trigger svents'’—a talk with 2
friend in the fleld, reading an article about al-
«coholism, or mpon‘dlng tq a recruitment plea—
may spark one's interest In voluntberlng Thls
Initlal, sometimes undirectod, interest and en-

.

thuslasm, If oncouruid and nppmprhuly uti
ized, oftan leads to long-term cammitmént.

Another approach to mdy:ln. motivitions - for vol-
unteering Is discussed in Volunivers Today by Harrlet
Naylor. The complete citation for this baok i3 contained

" In wction V under Comprehansive Plannlnq Overview,

Within the brbad deflnition of the volunteer—ghyone
who does something for his commuaity becauss he wanty
to;-staff Ean discuss their own experiences as volunteers.
They can analyze their own contributians, thalr ralation:
ships as voluntesrs with-agency wtaff, and their owh ef-
fectivaness as volunteers. Also valuable would be to link
.h% staff's wxperlence elther as volunteers or college in-

terng to. thelr carder decisions or to pald job status,

Orawing these paraiiels will help staffrq view the volun:

toor a3 l”_o allen or threatening to staff. - ‘
Staff can also attend volunteer préservice and inservioa

* orlentation meetings. Rap sessions can e scheduled with

staff and with veteran volunteers sither from the agency
Qr from another agency nearby. Qpen discussion with
veteran voluntpers will heip to aliay staff stereotypes of
volunteers. Sossions can also be designed to aliow staff
-to exchange views. with staff from aancm that have
_ well:managed volunteer prbgm:s o J"

lnfonmntlon ) : .

Data on the pdsltlye impact of volunteers on clients in .
- well-managed volunteer programs, volunteer roles in re-

lationship to thqse of staff, and the varieties of volumr .

roles can be'provided to staff.In sessions doum‘d solel

for t}%;;'rpou Altermagjvely or sdeligionally, h may. -
be Inc ated in the desigh of other orflentation‘activ-

itles, such ag,the Initlal fap or ventilation sesslon. . \

Staff Needs ldentification md
Volunteer job Procculng e

Actlvitm cmiand to elicit noeds-of staff in the explora:

tion phase of program planning Include the “'jobs we're
doing" and "’jobs we want to do” and the nesds ovorllp

- analysls in the helping process (NOAH) procodum_do-

scribed in section 11, These formats can be tallored or
modified to meet Indlvldual mncy structure,

%

Program prlontltlon and Trqlnlng

This orlentation Information ¢an be dissominated In
largo group sessions prior to pliot program implements.
tion to furnish staff with the cesuits of all planning in .

the explomlon and doslgn phases of progtam develop-’

ment. It should cover the spoclﬂu of the propowd pilot - '

program Including Rs structure, goals, and objectives; the'
procedures and plans developed to implement It; md.IOb
descwmom‘ forms, and contracts.

-
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smr Training

3 ' .
‘The voluntser coordinatgr should be given time in
regular staff Inservice or preservice meeting td contin
staff orientation to the uw of voluntesrs and to deal

 with difficutties In staff/volunteer relationships as they
arise. In addition, the cqordinator should schedule oy

- lar, possibly weekly, meetings with all staff directly in-

wlvod with the voluniest program to discuss problem
m or to train mﬁ in the wipervision of voluntesrs.

Statf Suporvlslon of Volunws

" Staff supervising voluntesrs should be given the same

training that would be required to enable then) to supoer
Vise paid staff with adaptations based on the differentes

" between volunteers and paid staff. Special qualities of

the Yolunteer are they are unpalid, part time, and

" numdbrous {in some programs they outnumber staff)
" Major compPonents of staff training for supervlsin. vol-

unteers Include -

o basic supervision techniquds; °
teamwork and management, emphasizing lead-
ership techniques that are nondefensive and
democratic;

o dolegation of authority, *

o gottlng assistance from the volunteer program
_resources people;

¢ communication skills; and

o motivation techniques Because volunmrs are
/i unpaid, staff must be skilled in mvlng peopie
' other incentives to work.

Staff training for supervision should stress that volun-

teers are extensians of their capabilities, not a wbitil? )
i

for Xhem, and that Inltlally the time spent iNsupérvis
voluntoeers will equal the time volun nd on the
*Job, but that this ratio will improve o me.

A sample staff supervision trainipg design is ingluded in

" appendix C.

_ .'Rdcoinltlon

-

. L} . ) '
Both staff and volunteers must derive satisfaction from

" and be recognized for their efforts in the volunteer pro-

gram. Staff witl achieve that satisfaction and recognition
from their continwous involvament in the planning, de-
sign, and evaluation of the volunteer program, Because
volupteers do not
ically important to volunteer satisfac tiorr and supporg, If
recogaition factors are not considersd and built into the
voluntier pragram, volunteer turnover will be high.

‘Ingentives and support for volunteess can be considéred )

“In three categories: formal recognition, natural by-

_ tunities fot promotion and tralning, and by“the provgion

t paid, nonmonetary factors are crit-

y

A

products of good program minagement, and Informal - . . ..
m tors.
ogtor ‘ SR _ ‘
Formal Recognition
Any of the following types of formal recognition events
or activities can be selected for their appropriatensss to
the agency and/or modified to fit individuy)-yolunteer

" programs..If any of thess formal modes are used, staff e

should also be recognized for their leadership during the .
event. In addition, voluntepr coordinators must be sensi-
Jtive to the fact that many volunteers do not wont public
rucomltkm of their work. Formal modes include ’ .

.o volunteer recognition banquets, generally oncoL . . ¢ .
a year, and/or informal picnics and pmm' ) &

¢ volunteer 1.D..cards or Ippel olm, :
o swoaring-in ceremonies;

* - a personai appreciation lotter from a progfam |
_leader at the beginnihg of service and/or aftera 2
wccouful tetm of service;

. lvoiunhcr recognition certificate at tho endof . _ -
a successful term of service and/or for outstand-
ing, 'long-term service (usually presented pub- .
licly, often at the banquet) ; .

e "Volunteer of the Month" and/or ""Volunteer
of the Year” awards, noted in the program
newsletter or in the news media;

- B

¢ published news or human interest stories about » ) T

- volunteers in the program; and

e an honor roll of x&glyntocrs.
Natural Byproducts of
Good Program I.oadmhlp . .

The mtlre volunteer program—-lts anractlvoness, Its lead-

, and ts challenge—(s the prime motivator for the :
vol \een Every component of the prolum is critical to .
volunteer incentive and support. - =

Good program planning guarantees that \?olumeors will .

*have worthwhile jobs. Effective leadership and super- , .
vision by staff who are committed to the success of the
volunteer program are vitally important.to volunteer
support and jnvolvement. Vdlunteer interest and respon- .
sibllity are encburaged ensured by the Inclusion of v .
volunteers In program pilgising, by being given oppor- €

ofa speclal regular workplace.

Good rncmltlng and screening of voluneers will help to
ensure the selection of the right and largely self-motivated
person for the job. 1t is far dess difficult to provldo & N .
incentives for those who. are already motivated to work. ok
Traiging of volunteers will help to eliminate the volun- ] . 4
*toer who is not interested In learning and growing. e S &"

-
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Matching of volunteers o the right joby, ‘clients, ‘and
supervisors s alvo critical. If matched prapetly, the cll-
snt will bpcome the chiefl motivator of the volunteer.

An squally important motivational factor Is evaluation.
Becauw the goal of voluntésr utilization Is providing the
highsut '\mlw jetviCis podsible b clients, the vol-
unteer's work must be evaluated for the good of the cli-
ont ae well as that of the agency and the volunteer. To
e the serious volunteer's cont| torest In his
or her work, performance must be evaluatell construc-
tively, 50 he or the can make improvements ¢r be
credited with having achieved aNigh level of performance.

A majar deterrent to volunteer satisfaction and motiva-
tion s isolation. Frequent communication with the vol-

.untoer on the job, through preservice and Inservice moet.

Ings and through amall group rap sessions, is month to,
keeping a volunmt

Informal Motmton
Perhaps most important to the volunteer is informal

comminication and personal recognition. Three-second
motivators—''Hi, how are you? You did a nicd job with

_Tom Jones last week''~can be far more important to the

volunteer than being handed a certificate at a recogni-
tion banquet at the end offthe year. In addition, a meas-
ure of recognition and t of the volunteer for staff
member and the staff member for volunteer, Is the talk
of parsonal concerns, children, reguiartjob, and so forth,
or the asking for advice 6n problents not related to the
voluntesr assignment—the natutal, informat interactions
between people who like, respect, and value each other.

These indicators of respect are to. be encouraged; no

amount of formal recognition can replace them.
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Part 1: Literature T

() "
_ The following resources ars listed under the subject cate-
* pory of primary emphasis in the particular publication.
Names and addresees of the pubiishers and distributors
most frequently cmd are listed alphabetically at the end
of pant 1. 4
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wateers N Avbiic Weltare. New York: Family Serv-
ice Assotiation of America, 1963

‘Johns, Ray, and David F. DeMarche. Community Orge-
T sieation end Agency Responsibility. New York
Assosiation Press, 1931,

Jehmon, Guion Griffis, *“Enploring the Community s
Volunteer Resources,” T'he Auxiliory Leader, 9
(Deeember 1968), pp. 1-6.

Natiana) Health Councli, Voluntarism end Health: The
Rele of the Netienel Voluntery Agency.
New Yoril: Natiohal Health Councll, 1962,

National Soslal Weifare Assembly. The Role of Volur
lry Secisl Welfare Agencies: A Report. New
/York: National Sochl Weifare Asumbly, 1961,

Perein, joyce k. A Hmory of Volunteers In Social Wel-
fore in the United Stetes (unpublished master's
thesls). Washington, D.C.: Cathalic University
School of Social Work, 1947,

Tocquaville, Alexis de. Democracy in America (2 vol-
‘ umes). New York: Vintage Books, 195S.

" Philosophy and. Research  *

ACTION. Americans Volunteer:1974. Washington,
D.C.: US. Government Printing Office, 1975.
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Binkley, Lots; Agnes Podolinshy; and | rank von Richter.
“Fewer Auxiliaries and Volunteers Are Providing
More and More Kinds - of Services,” Masp/rals,
42 (Narch 16, 1968), pp. 60-84.

Bolger, tugenie. ' Take It Out of My Salary: Volunteers
i it," My, Mogoeine (February

Committes on klhics and Standards. Guidelines for Pro-
fessional Ethics In Volunteer Services Administre-
tion (working paper). Chicago: American Assocla:
tion of Voluntoeer Services Coordinators, 1974,

DeGraxie, Alfred, od. Grass Roots Private Welfare. New
York: New York University Press, 1957

Douglist Marjorie. *'The Worth of a Volunteer,” Wom-
en'’s Education, 6 (March 1967), p. 8.

Fox, Robert, Ronald Lippitt, and Lva Schindler
Rainman. Towards ¢ Humane Society: Images of
Potentlality, 1973. (Available ffom: NTL Learn-
ing Rosources Corporation. $5.00).

Glasser, Melvin A. What Mgkes a Volunteer?, Public Af-
tairs Pamphlet No. 224, New Yurk: Public Affairs
Committee, 1955.

Gold, Doris B. **"Women and Voluntariym," Women in
Sexist Society (Vivian Gornick and. Barbara K
Moran (eds.). New York: Basic Books, Inc., 1971,
pp. 384400,

Hassel, Leonard. “Ne.w Carcors tor Everyone,” Vol
unteer Administration, 1 (Spring 1967), p. 18,

Johns, Ray. Executive Responsibliity: An Analysis of
Executive Responsibility in the Work of Volun-
tary Community Soclal Welfare Orgenirations.
New York: Assoclation Press, 1954,

Loeser, Herta. Women, Work, and Volunteering. Boston,
Mass.: Beacon Pross, 1974,

Nathan, Cynthia R. "The Agency Bottleneck,” Volur-
teer Administration (june 1971), pp. 1-8.
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National Organization for Women (N.O.W.). N.O.W. -
Resolution on Volunterism (presented at the Sth
National Conference, Los Angeles, Calif., Septem.

ber 197 1 )« Chicago, 11.: National Organization for

Women, 1971,

National Organization for Women (N.O.W.), Chicago
Task Force for Women and Volunteerism. Voan-
teor— Why Not? Analysis.and Answers. Chicago,
)Il.: Natlanal Organization for Womon, 197;

m«mo. Phyllls. “Voluntesrs Who Moan 1t: 1oddy's Do
Goaders Have 4 Profossional Commllmcm," Made
moiselle Mageeine, 64 ember 1966), p. 118-19.

Royal Bank of Canada Monthly Letter. “The Volunteer

In Our Soclety," Royal Bank of Canada Month(y

Letter, 43 (August 1962), pp. 14.
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Ith NQAH and MINIMAX, Frontier

| Publication No. 13. Boulder, Colo.: National In-
. formation Center on Valunteerism, Inc., 1974 :
$2.00.

E . Schlndlor-Ralnman, Eva. “Connectlng Low-Income Peo-
‘.- plg with Service Opportunities,” Creative Adapto-
S tion ta Change (Report of seminar, Metropolitan

:,\“. _— A

nmn in Social Welfare," Sacky -

13
a

Critical Areas Project). New York: Camp Fire
Girls, 1965, pp. 87-93. . -

Sthlosser, Don H. “Creatlve Uu o’ VOlunmn In Publlc
Welfare," 1966 Annual Forum Proceedings. New '
York: Assaciation of Volunteer Burgaus of Amer-
ica, 1966.

Schumacher Marjorle. Extending Services Through the
. Use of Volunteers. New York: Planned Parent.
- hood, World Population, 1968. ,

: Sharp. Agner'Arminda. Why Volunteers? Springfield, II.
.linols: State Depmment of Mental Health, 1964,

Telephom Ploneers of Amerl . Ploneer Progress, 1967-
. 1968 (annual report), Néw York: Telqphone Pio-
~ neers of Amerlca, 1968.

Wolch, Mike, “How To Produce Good Nwsldttm with
Voluntoer Editors,"” Assoclatlon Manmﬁnnx
(luno 1973).

R .
s

Recrultment, Selectlon and Placemenv“\

Overview ) .’ -

. o f:'-‘}n ey

The American National Red Cross. Guidelines for im-
pmvlng Skills in Interviewing. Washington, D.G.;

. " The Amorlcan National Red Cross, 1964,

The Amencan National Red Cross. Placing Volunteers.
Washington, D.C.: The Amoncan National Red
Cross, 196S5.

Girl Scouts of the United States of America. Recruiting,

Selecting, and Placing Volunt«rs. New York: Girl
Scouts of the United States of Amorlca. 1960.

Larkin, Kathleen Ormsby. For Volunteers Who Inter-
view. Chicago: Volunteer Bureau; Welfare Councll
.of Mbtropou@ Chicago, 1968. - )

- This, Leslie E. The Art of Listening, Leadership Series
L16 (monograph). Falls Church, Va.: Leadershlp
Resourccs, Inc. $1.50.

+ Voluntary Action Center of New York Clty, Guidelines

for Interviewers, 1972, (Avallable frJn Voluntary
Action Center of New York City, Mayor's Office
for Volunteers, 250 Broadway, New York, N.Y.
10007. Free.)

Disadvan mged RS .

Camp Fire Girls, Inc. l_nggmlon and Imagination for
Youth (report of Seminar v, Metropolitan Critl-
cal Areas Project). New York Camp Flre Girls,
1967

Fneman. Lucy. "“Biengial Cc nference Roundup Re-
port: Citizen Particlpation,” Public Welfare, 14 °
(lnnuary 1956), pp '28-29,
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Jackson, Neison C. “'The Use of lndlunous Volunmn ‘
lrom Minority and Culturslly Deprived Gmum.” '
Socbl Work Procticss—1964. New York: Natkmal
Conference on Socul Waifare, 1964. -

National Social Welfare Assombly. Employlm Stcﬂ' from
the Client Group: New Developmierits (presented
at the annual forum of the National C8hference on
Social Welfare). New York: National Soclal Wel-
fare Ammblv. 1966. -

" Orthe, Tod, Recrulting Lowincome Volunteers: Expark.

ences of Five Voluntary Action Centers. Washing:
ton, D.C.: National c.mh forWlunWy Action,
1973, ’

Purl Arlhur. and Frmk Risssman. New Coreers fbrm
. The Non-Profussional in Human Services.
Ncw York: Froe Preds, l\ﬂwmlum Company, 1965.

Piven; Frances. “Pmlclpatlon of Residents in Neighbor- -
hood Community Action Programs,” Sockl Work
11 lmuary 1966), pp. 73-80

Rk;hards. Catherine V., and Norman A. Potansky,
“Reaching Working Class Youth Leaders,” Soclcl
Work, 4 (October 1959), pp. 31-39. -

Schindler-Rainman, Eva, and Ronald Llpplu. “What We
Have Learned from Wosking with the Poor," - Hu-
man Relations Training News, 13'(1969), pp. 1-3,

. R - 4

Minority

v

_ Myers, Susan M. The Use and inclusion of Chicanos as

Voluntders in the Court (master of soclal work pa-
per). (Available from: National Infqrmnhm(:m
ter on Volunteerism, inc.)

National lnformatlon Conter an Volunteerlsm, Inc. Re-
cruiting Minorities ‘as ‘Vofunteers (workshop re-
port). Ider, Colo.: ‘Nationat Information Cen-
ter on oluntoorlsm. Inc., 1972. $2.00.

New York Timos. “Wanted: Educated Women To Start
or Return to Work in Community, Service,!’ New
York Times, (Octohag), 1966), 7" 20 -

Robinson, James, "S%ry and Recommendatioms
from the Consultation on Minotity Participation
In Voluntary Service Programs,” Volunteer Digest, -
5 (Novembor 1968), pp. 1-4.

Schindler Ralnman Eva. “Surfacing—An Omlooked Mi-

" nority?"” Aduit Leadership, 18 (April 1970). Pp.
30'5-6 324.25. ¢

Yancey, Therosa Sandra McFooon. Phyltis C. l.lko. and

Jvan H, Scheler. Recruiting Minority Groups and
-~ lsow [ncome People as Court Voluntesrs, Frontier

Publication No. 2. Boulder, Colo.: Natlonal Infor- -

mation Center on Voluntogrlsm., inc., 1971, 32.90.

: Yoqth
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Professionals in Builmss

Fenn, DanFl 13 “Exocutlm as Community Volunr
_toers,” Marvard Busimess Review, (MmhlAM!
ml) pp. 416, 156:59. :

Rmk Nicholas. "Trends n the Pdrticipation of I!mf
nessmen in Lacal Volunury Affairs,” Soclolagy
and Social Ressorch, 48 (April 1964), pp. 289-
© 300, . '
United Community Funds and Councils of America. m

" & Businessman in Community Planning, New York;
¢

United Community Funds lnd Counclls of Amerl
ca, 1959. '

. Senior Citizens v

Johnson, K'elt'h.'"Fosier Grandparents for Emotionally -
Disturbed Chlldmn," Childben, 14 (March-April .
1967), pp. 4652 e

Rbscnblatt Aaron, “Interest of Otder Persons in Volun-

teer Actlvities,” Sockl Work; 11 (July 1966), pp
8794

Salnor. Janot S., and Mary L. Zander. Serve: OIdanoI-‘
* unteers in Communtty Service, 197}, (Available -
from: Community Service Society of New Yoek,
105 East 220d Street, New York, N.Y., 10010.
$3.50)°

Worthington, Gladys, “Older Persom a Communlty

Service Volunteers,” Sockl Work, 8 (()ctober
1963), pp. 7175, ™\

in »
B}

Eborly. Donaldl (ed.). Natbml Service: A chartof E
* @ Conference. Russell Sago Foundation, 1968,

Ebcrly1 Donald . "Service Experience and Educational
. Growth,” Educational Rccord, 49 (Sprlng 196!).
pp. 197-208. ) 3

National Social Welfare Assembly- Youlh in Conmwnlor
Affoirs. New York: Nauonal Soclal Welfm Amm-
‘ bly, 1958.

Tanik, hmes Colqu Voluateers. {Available from, Na-
tionat Informatlon Center én Volunuerlsm Ing.) -

Tralnlng Theory General

o » 9,

Brgdford Leland P., (ed) Forces in-Leorning. Fairfax, *
Va.: NTL Learning Resources Corporation. $3.50.

ford, Leland P., (ed.). Group Development. Fairfax, . -
. Va.: NTL Learning Rosources Corporation. $3.50. .

Br
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" Dyer, Whtiam G Madern Lheury and Mothod in Group Training Design: Gonoul y
Trainihy. Pantan, Vi NTIL Lol g Resourees
Cg'thDtm- LIRRVY] ‘. : © Adult Education Avoclation of the U.S.A. Conducting
Knowles, Malcolm S 1he Tearnimy ¢ hmate, L cadership s Wavkshopsand Institutes, Loadership Pamphlet .
Serigv L (monogiaph), |l Chuteh, Vo Lead Washington, D.C.. Adult t.ducation A“”‘ LQH(N\ ol E o \
enhip Resaupaes, e $1 34, . : the USA $1.28, ' . },\ . .d;‘.".;\
' Knowle, Malcolm S 1he Modern Fra Iln of Adult bgu- Adult hducation Association of the U.S.A. How to Len! : - o
' cation, New \nlk Anacigtion Press, 1979, Discussions, Leadership Pamphles P1. Washington, Lt
' D.C.: Adult bd i {the US.A. .
Upmu Gordon L., md’l canard Nadide Fmerying Roles $1.25 ! ucagion Association © :“ U.sA
of the I'mm/w Director, Ropont Serien R17 ety ‘ . ) o
(monograph) Fatls Chanch, Va Ceadership Re Addult _i:d“‘-"““" Assaciation of the US.A. How to
sairces. ne. $0.75 - . Teoch Agults, Leadership Pamphlet PS. Washing-
ton, D.C.: Adult hducaﬂon Assoclation of the

Lorgo Irving; Howatd ¥ MuetCiusky, Gale ), CJensen; and

v

Wllbmk Hatenliceh ANvehokogy u! Adults, t ar USA 4128 _—
fax, Va.. NYL |.o mng Resvuoces (Cop por "mn Adult Education A“QCI]“OI\ of the U.S.A. How to {/se [ N
1963 3250 Rale Playing, Leadership Pamphlet P6. Washing:
Lutt, Jossph. Group ,.an. A0 Introduction to . :})2.‘\0.‘(.'..2;\dull Education Association ot the | L
Group Dvimes Fautan, Vo NTL L earning Re- R . L
WUrCes Coryen ation. $6 00 * ] Adult Lducation Assoclation of the US.A, Traming

Group Leaders, Leadership Pamphlet P8, Washing-
ton, D.C.; Adult Education Association ol the
- USA $1.25. -

MUL Cynil R, {ed Y, Sedet tioens trom Human Relation
frointng News. tanta, va NTE L earming Re
sources Corporation $4 su )

Adult Education Association of the U.S.A. Training in

Nadler, Leonard. 4 Process or 1ruming, Reprnnt Senes . . : : .
R20 (Mu.gr aph} b Church, Vg Leadeship ! uﬂn Relations, Leadership Pamphict P16, ; -
Resoutoe, lm $0.7s Washington, D.C.;Adult Education Association , (. - ]
S‘,h in £ " W U p y . of the US.A. $1.25. - Y
ein, Ldgar dnd Warren Go Bennas, Personal and g ) . . .
Omganirational Chunye T hrowgh Group Methods. Aduht Lduullon Assoclation of the U.S.A. Understund- -

ing How Groups Work, Leadership Pamphict P4
Washington, D.C.: Adult Education Association
_of the USA. $1.25,

Amerigah Soc lety for Training and Developmcm ASTD
Professional Development Manaal (tor trainers),

Fairfax, Va.. NTU L aunmng Resources Corpora-
tion, $l)l)() o :

Smith, Robert; |. Roby Kuld, m\f(umM ARt Hamd-
book of Adult tducation. Washoglen, .

Too 0 Adult Bducation Assountion ot the ULS.AL 1970, . 1974, (Availablg from: ASTD, P.O. Box 5307
4 : ' .
C S50 t - Madison, Wis, 53705, $5.75) .
This, lcslii‘ Eoamd Gordon b Cippit £ earmng Theo- Bion, W.R. Lxperiences in Groups. New York: Banic
ries and Iraining, Reptint Sewes R {mono- Books, 1959. . t
h). Falls C} . Va, eadenship Re . : )
f"‘:",{, 7g g SR RONONICES g ugh, Robert S, Creating Instructional Materials. :
. . _ Columbus, Ohio: Charles E. I\#mic Publishing
© ‘Verner, (f()()lic..}nd Thisman White, {eds ). Adult Learn- Company, 1974,

ing. Washington, D C. Adult I ducation Associa- Craig, R., and L. Bittel, (ods) Training and Develop-

, tionof the USAL 1965, 4250, : ment Handbook. New York: McGraw-Hill, 1967, : N
Verner, Coolie, and Thuman White, (vds.). Participents - Egan, G, Face to Face: The Smoll- Grﬁupfxporlmce and T
In Adult Education. Washington, D.C.: Adult Ed- Iriterpersonal Growth. Momehy. Calif.: Brooks/ : :
+  ucation Association of the L1SA, 1965, $2.50, Cole, 1973,
. Verner, Coolie, and Thurman White, {eds.). Process of Lngel, Herbert M. Mandbook of Creative Léam/ng Lxer )
Adult .t ducation. Washington, D.C . Adult £ du- cises, Houston, Tex. Gulf Publishing Company, -
cation Association ot the 1S A 1905. 42,50, 1973, .
. ¥
Weschler trving, and Ldga Sthemn, ((d\) Issues in Havelock, Ronald G., an_d Mary.C. Havelock. Training :
Mrabting. taintax.Va. NUI Learning Remuue for Change Agents: A Guide to the Design of
Cprporation. $ ¥.50. : Training Programs in Education and Other Flelds.
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lefu Va. NTL L eunln; Ruuurcu Corpora-
tion. $.11.00.

Mager, Robert . Goal Anelysis. Belmont, Calif.: Fearon
,. Publishers, 1972,

Mager, Robort + . Measuring instrictiond! intent. Bel-
mont, Calil.. Fearan Publishers, 1973,

" Maget, Rabert | . Preparing Instructional Objectives. Bel-
mont., Calif.: Fearon Publishers, 1971, $2.50.-

Mager, Robert |, and Peter Pipe. Anolyzing Performance

Problems, or \ou Really’ Qughta Wanna. Belmont,

Calit.: Fearon Publishers, 1970,

¢ 4
Miles, Matthow B. Lewrning to Work in Groups: A Pro-'
gram Guide for Educational Leaders. Now -York:
“Leachers Colloge Press, Columbia Unliversity, 1971,

Mosel, James. How To Feed Back Training Results to
Irainees, Reprint Serles R2 (monoyraph). Falls
Church, Va.: Leadership Resourcos, inc. $0.75.

National Council of Y.M.C A, T}lnlnﬂ Volunteer
Leuders. New York: Y .M.C.A,, 1974, (Available
from: NIL ltqmng Rou)urces (.urpor.mon .
$900) X

National Qrug Abuse ‘ﬁamlng lecr A Manual for’
Training Design Validatior Ariington, Va.: Na-
tional Drug Abuse Training Center, 1974, Free.

Pleitter, J. Willlam, and John E, Jones; The Annual .

Handbook 8¢ Group Facilitators and Handbook
of Structured E xperiences for Human Relations
Training, Vol. 1-1V. San Diego, Calil.. Unlverslty
Awml.lws. 1972. $12.00 and $3.00,

thlndlor Ramm.m. tva, and Ronalg Lippitt, Team
Training for Community ChangeXConcepts, Goals,
Strategles, and Skills. %wcrdale Calif.: University -
1.xtension Sgrvice, 1972. (Available trom: NTL
Learning Resources Corporation. $2.50.)

' Training Materials

Chaddacek, Paut H, "Huw to Dosign a lrainithe- Tramer
Course” (Cassette Na. T003). (Avaliable from: De-
velopment Digest Condpany, P.O. Box 49938, Los
Angeles, Calif. 900194813.75)

();nnish. Steven )., and Alien L. Hauer. Helping Skills: A -
Basic Training Program, New York: Behavioral
Publications, Inc., I!)73.

Jorgensen, James D., and Susan K. Bashant, Voluntegr
Tra{ning Manual: Training Volunteers to Work in
Court Settings. Denver, Colo.: State of Colorado
Judicial Department, Volunteer Services Coordina: -,
tion Project, undated. $6.50.

L
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. . . .

Margolis, I, Tralning by Objectives. Cambridge, Mays.:
* McBer and Companv, 1970.

- The Methodlist Church. The Volunteer {tjim). ‘Avanabu

at local libraries and State departments of public
welfare.

Mill, Cyrll R. 20 Exercises for Trainers. Fairfax, Va.
NTL Resources Corporation. $5.00.

Napler, Rodney W., and Matti Gershenfeld. Groupg
‘Theory and Experience. F airfax, Va.: NTL Learn-
Ing Resources Corporation. Instructor's Manual
$4.00; participant's books $12.00.

NTL Institute. A Problem Solving Program (workbook)
guides). Fairfax, Va.. NTL Luming Rnources
Corporation. $8,00. '

Peabody, George, and Paul Diettorich. "Powerplay

Game for Ten Panlclpams " Falrfax, Va.: NTL
Learning Resources’ Corporalion $33.50.

Schindler-Rainman, Eva.; Ronald Lippltt; Irvine H. Mill:
gate; and Richard F: Olson. Developing Your Vo ¢
unteer Community (multimedia). Tuxedo, N.Y.:
Xicom} Incgrporated, 1974. (Available from: NTL
Learning Rosourges Corpogllon $48.00.)

Paid Staff Orientation and Training
Health and Weifare Council of the National Capital Area,
* Volunteer Services Branch. How to Work with -
Volunteers (demonstration training course ‘for
suff) Washington, D.CS: Health and Welfare -
Councll of the National Capital Aru, 1962

Scheler, fvan H. Orienting Staff to Volunrnrs A Guide
book, Frontier Publication No. 11, Boulder, Colo.:
.National Information Center on Volunteerism,
Inc., 1972, $4.00. RS

Spergel, lrvlng “Rolo Behavior and Supervlsion of the
Untrained Group Worker,”' Socil Work, 7 (July
1962), pp. §9:76. -

-

Volunteer Training . _ '

Abrams, Porcy. "Education of the Volunteer," Youth
Leader’s Digest, 26 (June-September 1964), pp.
273-78.

The American Natlonal Red Cross. Principles of Volun-
teer Service. Washington, D.C.: The Amerlcan Na-
tlona! Red Cross, September 1966. -

Christ, Jacob. *'Volunteer Training as an Education,"
Mental Hyglene, 51 {)uly 1967), pp. 433-39.

liq‘on Ann R. “'Ttainlng and Curriculum for a ‘Néw -
Careor —Volynteor Administration: The Assocl:



ation of Volunteer Bureaus of America Takes an
in-Dapth Look,” Volmmcr Administration, (lunc
1971), pp. 18. -

" Jorgensen, James D)., and Ivan H. Scheigr. T'raining the

Volunteer-in Courts und Conwrkm: Boulder, -
_Coto. Natlonalinfurmation Center on Volunteer-
ism, Inc,, 1973. $11.00.

Scheier, Ivan H., and Kathleen Wells. Resources to Tap
in Training Court Volunteers: Using What You
"Mave. Boulder, Colo.: National Intormation Cen'ter
on Volunteerism, Inc., 1970,

| White, Sally. Mysical Criteris for Aduit Learning Environ-

ments Washington, D.C..; Adult Education Assuci
ation ot the U.S.A.. 1973, $3.50.

[ 9

Volunteer Recognition

T\\e American National Red Cross. What /s Recognition?
Washington, D.C.: The American National Red
Cross, 1969,

National Center for Voluntary Action. Volunteer Recoy

nition. Washington, D.C.: National Center tor Vol

tary Action, 1973.

Sell, Margery. "Recognition” (paper chlveml at leun-
teer Supervisors Forum, Jewish Home for the
. Aged, San Francisco, Calit.), January 20,‘ 1971

Eval'uallon -

Center for Continuing [ducatioﬁ, Northeastdrn Univer-
sity. Let's Measure Up!: A Set of Criteria for £val-
 uating a Voluntesr Program. Boston,‘Mass.- Center
for Contipuing Lduc.mon Northeastern University,
1971. : g

Jeryone Should Evaluate Their Court:,

Scheler, Ivan
Volunteer
Pyblication,No. 7. Boulder, Colo.» National Infors,

ation Center on Volunteerism, Inc., 1975. $2.00.

Shelley, Lrnut L.V. Volunteers in the JCorrectional
Sp«:mim An Overview of Lwlwr/on Research,
mdSmwys. Frontier Publication No. 8. Boulder,
Colo.; Natignal Information Conter on Volunteer:
ism, Inc.,- 1911, $4.00.

Periodicals

‘.

" AAVS Newsletter, pyblished monthly by Association for

ration ot Voluntecr Services, National
Headquarters: 18 S. Michigan Avenue, Chicago,

.. And EveryoneCom,F rontiers

w

Adult Education, publlmod quatterly (February, May,
August, November) by the Adult Education Asso-
clation of the U.S.A.: 810 Eighteenth Street, N.W.,
Washington, D.C. 20006. $11.00/year. ~ )

Dateline, published 10 times annually by the Adult Edu-
cation Association of the U.S.A.: 810 Eighteenth
Strest, N.W., Washington, D.C. 20006 $7.00/year.

Lducational Technology, published monthly by Educa:

tional Technology Publications, Englewood Clifrs,

N.J.. 17632. $21.00/year,

Training and Development journal, published monthly
by the American Soclety for Training and De-
-velopment, PO\ Box 5307 Madison, Wis, 53705
$18.00/year.

Voluntary Action Leadership, published quarterly by
the National Center for Voluntary Action, |78S.
Massachusetts Avenue, N.W.,, Washington, D.C.
20036_, Free,

Voluritary Action News, published bimonthly by the Na-
tional Center for Voluntary Actiom, Washington,
D.C. Free.

Volunteer Administration, published quarterly by North-
- eastern University, Boston, Mass.

Volunteer Leader (formerly The Auxiliory i“dcr). pub--
lished monthly for hospital auxiliaries by Ameri-
cant Hospital Association, Chicago, Hil.

Volunteer's Digest, published bimonthly by Volunteer™
. Community Activities Clwinghouse Washington,
D.C. .

Volunteer Viewpaint, published monthly by United
Community Funds and @ouncils of America, New
York, for the American Volunteer Bureaus.

-

Bibliographles

Adams, Ethel M., and Suzafine D. Cope. Volunteers: An
Annotated Bibllography. New York: United Com-
munity Funds and Councils of America, 1968,

Arffa, Marvin S. High School and College Student Vol-
unteers in Community and Psychiatric Settings:
A Bibliagrephy. with Selected Annotations (sup- .
plementary malling). Washington, D.C.: Amarican
Psychiatric Association, Mental Health Service,
1966. *

johnson, Guion Griffis, Volunteers in Comtnunlof Serv-
ice (prepared for the North Carolina Council of
Women's Organizations, Chapel Hill) Durham,
N.C.: Seeman Printgry, 1967, ’

. 60603, {Subscription included with mummWr, Naomi. “Role of the Volunteer in Conl‘ombo'
* ship.) Y, rary Soclety: A Survey of Literature,* 700,000
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Howrs @ WeeR. Volunteers in Service to Youth ond 810 Eighteenth Street, N.W. .
R Famities. Now York: Nationat | ederation ot Sot- Washington, 0.C. 20006 ’
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sources. Washington, D.C.. NTL Institute for Ap- ™ ﬁ !
plied Behavioral Science, 1971. (Availablo from: lonal Cleatinghouse for Alcohol Information
- NTL Learning Resources Corporation. $6.00.) Box 2345 ,
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Part 2: Special Assistance

»

Volunteer:Related Assaclations

ACTION . ’
808 Connecticut Avenue, NW.
Washington, D.C, 20625

programs: VISTA; Natlonal Student Volunteer Progiams;

- Foster Grandparonts, and Rétired Senior Volun-

teer Programs; Small Busindss Administration's
Service Corps of Retired Executivgs and Active
Corps of Executives.

AMERICAN ASSOCIATION OF VOLUNTEER
SERVICES (AAVS)
(formerly Aimerican Assoclation of Volunteer Service
Coordinators) : -
National Meadquarters . ’
I8 S. Michigan Avenue
. Chicago, 1. 60603

brochures: The Certification Plan describes AAV'S re- _
Quirements fur certifying "‘professional personnel
in the flold ot voluntesr admjinistration . . . as set
* forth by the Committee on Certification."
The AAVSC describes the objoctives of the assocl-
atlon, membership requirements, and certification
for volunteer administration,

108 ANGE LES VOLUNTARY ACTION CENTE R
621 S. Virgh Avenve N
Los Angeles, Calif. 90005 .

(M3) 389-1221

- wervices: Ask for publications and informatien regarding
volunteer accessories and training materials,

NATIONAL ACADEMY FOR VOLUNTARISM
United Way of America

1801 N.Fairfax Street

. Alexandrla, Va, 22314 :

' %1976 Courses, Serﬁldm, Roundtables’ de-
" wribes available training programs listed below. ‘
programs: United Way Fund Raising Techniques (i,
' ‘ N); United Way Planning; "Thinking Ahead"

.

- 1996; United Way Communications (1, 11, I11);
Professional Communications Skills and Techniques
Seminyr; Management Skils (1, 1, 11); Manags.
ment Skills Seminar; Managetent of Inernal Ad-
ministration; Managing a United Way—A Primer
for New Executives; Government Rejgtions Sym-
posium; The Managament of Information and
Referral Agencles; Profewsional Selling Skilis; Pro-
fessional Developrient Manner. o

~:/ NATIONAL CENTER FOR VOLUNTARY ACTION

1785 Massachusetts Avenus, N.W.

Washington, 0.C. 20036

brochures: *‘Clearinghousd” (miniportfolio and n‘ml-
portfolio) describes publications, portfolios and
notsbooks, and services, including an at-cost con-
sultant network, a proposed training network, list-
ings of State voluntary offices, .’nd existing
program descriptions. “

“A Nation of Volunteers* describes the center.

"‘Colloge-University Resources In Education and
-¢  Training for Voluntary Action" describes instity-
“tions which are planning or alréady have courses
ad training programs and workshops related to
volunteer program development. :

programs: (currently being developed by NCVA's edu:
cation and training department)
Planning and Conducting a Workshop; Organiza-
tional Goals, Objectives, and Program Evaluation;
Training for lmptyvod Board Servite; Finance,

* Legislation, Regulation, and Government Agen-
ties; Training and Retaining Volunteers from Low-
Income Communities; Developing and Malatai
-4 Community Clearinghouse; Two-Ye
Guum in Volunteor Administration.

NATIONAL INFORMATION CENTER ON
VOLUNTEERISM, INC. (NICOV)

Out-of-State inquiries: -
1221 University Avenue
P.O. Box 4179 '
Boulder, Colo. 80302
. N ¥
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\
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: . In Colorado: | Foundation Annwel Reports on Flim.

.. State Volunteer Services Coordinator g Comssarch Printouts
ot - 323 Sute Capitol . ~Order from tho Foundation Center, Now York~
: Denver, Colo. 80203 - . Avalisble at Ulbraries:
brochures: “Services and Publications” describes work- Foundetion Cetelogue lists over 20,000 founda- |
shops, oniite consultative assistance for volunteer ¢ tiom by neme. e
program development, information systams, and Foundeation Fllu includes phllmlhroplc fdmdl'
publications. tion infarmation returns, (nternal Reventue

“Educational Opponunltm“ llm volunteer eader- S.M“ Foim 990-A (1962'1909) Tisting o

~ . coty, aseats, grants; foundation npom.
’ . h‘ﬂp courss contacts. . ‘ letters; newspaper clippings. -
. Alcohol Information Resource Centers Mim m ﬂct:”” # indexed on microflm
: - Do Foundetion Grents Index lists grant descriptions
. :;cg:'ok;gs ANONYMOUS . ’ by State (under foundation name) and/or wb-
) " or ‘;‘d‘ c". s : ject fleld; indexed by key words.
: ” “‘"‘Y “"°“7 ) ‘ , Literature includes books and articles on hilan.
. . NewYork,N 1001 . thropy ; reference cotiection; multipig @plesof  *
_ ALCOHOL AND DRUG PROBLEMS ASSOCIATION _the Foundation Directory, In Quer
. _ ( 1130 17th Street, N.W. : | terly, Foundation Grents Index, 1970:1972,
' Washington, D.C. 20036 . Foundation News. Also availgble is ifformation
AL'ANON FAMILY GROUP . on “Seeking Foundation Funds™ and "Preps-
11S €. 23rd Street : - “\. a Foundation Proposal.”
New York, N.Y. 10010 . ‘ ,, :
Other Ruyurcu

Insurance Information oo
. ADULT EDUCATION ASSOCIATION OF THE US.A, -
- CORPORATE INSURANCE MANAGEMENT 810 Eighteenth Street, N.W.

$301 Wisconsin Avenue, N.W. ‘ Washingtan, D.C. 20006
) -Washington, D.C. 20015 , brochures: “Aduit Education Publications” describes the
. (202) 244-7205 , . publications cited in previous sections of the
‘ brochures: ‘‘Insurance Program for Mnmbon of Volun- resources. _
toors Insurance Service” describes‘the insuriince . “AEA Membership Information” describas the as-

package and contains an applluuon form. " soclation.and its role in fleld wrvices, legisiative in-

formiation systems, speclal projects, conferences,
These companies have written Ilclcs to cover cburt .
> ol oo P and It publcatons. A\

. Corporate Insurance Management ' punphlots which have besn referonced undor the
N $513 Connecticut Avenue, N.W. = “Leadership,” ¥Training,” and “Overview"' re-

. | Washington; D.G. 20015 : - ource sections.
L ) , VOLUNTEER WORKERS BLANKET ACCIDENT LEADERSHIP RESOURCES, INC.
' PoLICY * 1 First Virginia Plaza
: N St. Paul Fire and Marine Insurance Complny Suite 344 .
~ St. Paul, Minn. ) 6400 Arlington Boulevard. : -
Falls Church, Va. 22042 ? <
Foundation Inforhation o (;0;) 53"‘.9200' . o ,
Publications (costs are approximate): . brochures: “Catalogue d°:“|b“ monognph; (CONPN'
Foundation Directory, edition 6, $35.00 : Executive Librariés” or individual copies) and |
Foundation Grants Index . $15.00 ttalnlm alds cmwnln; management and supervi-
‘ : .. —Order from Columbia University Prats— slon, listed below.
.. ' o Foundation Grants Index in Founddtion News. - publications: (The following “Executive Librarles,”
) o ~Qrder from Tha Council on Foundations— composed of a series of mon‘omphs, were tefer-
58 ‘I [
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. onced in previous wetions of this muﬁrco listing. ' NTL LEARNING RESOURCES, lk.
The cost listed below refers to the complete bound ~ 2817-N Dorr Avenue ) . ;
. wt) . Fairfax, Va. 22030 ;
Ay ohitg Into Leadership Sariey t10sy  brochures: “Publications and Learing Materiais,” de-
Co o ¢ dgement Sor v " u. wribes many of the materials clted abqve, '
e he Managemen) Quis Kit" B K 10 :
: "The Reprint Series" {we “Training . °
Theory!' resoure wction) $ 160 ) . '
NATIONAL DRUG ABUSE CENTER, write to . , "\

NATIONAL DRUG ABUSE MATLRIALS LIS

‘ L
TRIBUTION GENTER ) |
P.O. Box 398 o -
McLpan, Va. 22101 . a
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C A ' SAMPLE | | -
o _To be adapted to agency requirements
] \ R s . - " ‘

Planning Committee Checklist

p Administrative Implications df a Volunteer Program
* . ' 3 . .
- - ' ]
o AN ’ _ ' ' , ; N . <. . T -
( . Proloctod Staff Time " : N
. s tho agency propmd to ‘ o ~
A .
allocate 1 hour of staff tlme for 2 to 3 houn of volunteer time in the be-
. ginning bf the pragram?_ -
- allocate 1 hour of staff time for 15 to 20 hours of volunteer time when the , \
" - prograro is in full operation? . ) o .
‘ require participation in weekly or blwoekly orlonmlon sessions daring the ! : .
+ varly months of the program? '
N aliaw compensatory time for ovcnlme staff participation in voluntm' e
training-and supervl;jon? R ) : I -
Prolectcd Admlnmmor Time -~ S . ‘ .
.. N . DR 1 ‘theKadmInlsm‘t& prepared to ' e : . _ ’
' continue to puticlpate directly in volunteer program planning? i M
If yes, how many times per month? v
If no, wha would represent the administrator? e ' . - L =
, ,.takqmusurowo clarify the coordinator’s position, responslbmty. and ' R
. 'authorlty to staff; clarify lines of communication; create cannels for
the coordinator to be informed of staff needs? _
communicate with the volunteer coordinator.on the same regular and fot-
‘ - * mal basls as with other mm . - .
“ o ) ' ‘appear at volunteer training sesslons and mcognltlon ptherings asoftenas . <
. ’ o 81010 times per year? . . . : ettt -
- .. & v A SRR
Pro;ram Leadershlp\
' 4 _ . What special quallfication; are necessary In a voluntesr coordinator for thls
4 . “ C . agency?
T ‘ ‘ What position will the coordlmtor have in the agency (llne. staff, réponing ’ .
' ' to whom)?. ' -, ! .
Coe : E How many hours a week will be nqulrod to direct the program durlng the \
' ' -~ firstyoar? ‘ . _ .
. . Will this ppsltlon be paid of unpaid? B . -~ —
62 T
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If paid, what salary Iy cmtomphud an?l how does this relate to regular

Maff yalary lovelvand structure?

LY

Will the voluniesi coordinator be full time or part time?

2 part mm."\ow -maﬂy,houn per week?

IF fult tlmo will the coordinator be expected to do other things for the

. &g¥hey. such as general public relations? Ogher?

v

I the agency willing to allocaw worktime travel and registration fee funds
for the coordinator to attend at least two or three training workshom a
yodr to improve leadership skills?

*Willthe coordinator atteng and participate in staff meotings?

Will time be sot aside m discuss the volunteer prouum with staff at such
moetings’?

N "
- .

Logistic and Budget Support .

Will the volunteer prqgum coordinator havc secretarial suppott? Full-
time? Part- m‘w’ e . f

Can spaco (a desk, moeting mom and so on) be set aside lor volunteer use?

Which of thess itoms must be budgeted for, and how will this ha done
N\ (e.&., absorb in regular budget, solicit funds, look for in-kind dhations
and voluntee[ wvh.es) ?
{
mailing
affice wpplic\\‘ R ’
telephone -
L I N 1y
recruitment/training matorials
- typing
. N
reimbursement of volunteer work- relalcd expenses
’ other _ . s
N
e
. [
. l' N L]
‘ v
*
)
' . Al
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o . )
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‘ SAMPLE : .
To be adaptod to agency nqulnmmu 7, )

~
. -~

VOLUNTEER COORDINATOR IOB DESCRIPTION'

o {in County Mensal Hospluls) ’ - _ S

A
1 ho volunteer cmrd!nalm Is subject to lhe direction of the mncy administrator, As thig position has both public re-
Iaﬂom and clinical responsibilities, it s so placed on the hogpltal's tadle of organization chart.

Qualifications: - v o {
. ( : \4) 1. Of prime importance in this job is the ability to relate well with others at all social, professional, econamic, and
v - . : ethnic levels both in and out of the institution setfing.

2. Ability to supervise others and to mmulalo cooperation among | Ievoh of staff who work with volunums.
3. Ability 10 speak before groups and write wllh some caso and skill,

. Must be flexible and abie to cope with countless interruptions and a multitude of telephom mall and personal
¢ o~ contacts,

5. Honesty, integrity, and tact of the highest .order are essontlal,

.o . 6. Community awareness--knowing the area well enough to recognize resources for volunteers and for fliling special
needs of the patients that cannot be met through regular hospital budgets. .

. * Sp;clflc Dutles: v - : ‘ . ',.5 ]

Asslsl In policy decisions within the agoncy reg.\rdlng use of volunteers and hospital responsibility.to voluntun
. Assist agency administration in defining role &f votunteers. v )
. Interpret to the administratjon various programing ideas and standards relating to ﬁiunln’f servicoes.
- Assist in interpreting agoncy’s need for volunteots to the community. ' 4

1.
2
3
4
5. Initiate pﬁrp()seful placement of volunteers in the agency. -
6. Initlate 'purpmeful rocr‘ullmem, selection, and screening of volunteers.
7. Set up orlentation pfograms, oducational workshops, and regular recognition programs,, -
"8. Assist agency staft to a better understanding and more purposoful use of volunteer n@
9. Devolop written gundcs and instryctional manuals as needed. :
10. Accopt phone calls and letters of inquiry regardihg donations and promplly lcknowlcdwall donations ucelved
11. Through contact wilh community groups, dssist in the public education rogardlng the agency’s operation. L
- . . 12. Assist volunteers to a better understanding of their roles and the mission of the agency. ‘ L
13. Work cooporatively with other community agenc.les whcn called upon to do so by the administration.
_ ) * 14, Work closely with hespital admlnlsmtlon ln scltmg up annual open house, conduct tours, and submit press releases
- ) + asdeemed appropriate. ) .

1. ]orgensor ]mos D., and Sysan K. Ba]hmt Volunteer Tmlnlng Monw/ Denvor Stateof Colorado ]udlchl Dopart
ment, Volunteer Sorvlces Coordination Project. ‘ -

, . X . . . TN .
. . ) . . Y .
. . B N ,4 . !
i, . . . . - . . .
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‘ SAMPLE - - L
Td be adapted to agency requirements | S -

)OB DESCRIPTION FOR DIRECTOR OF VOLUNTEER SERVICES®

The directar of volunteer services s responsible to u'wl'admlnmuuw divislon. Mis primary function Is to assist the the: \\ )
institution In the delivery of comprehensive health care to the community by obtaining and retaining an adequate num-

- ber of competent and satisfied volunteers to augment the services of the institution’s personnel. As a department mana-
#o¢, he must; .

Plan for spice and equipment, develop the budget, and determine the staff req‘nlr!d.
Develop criteria for the assignment of volunteers.
Doniop policies and procedures for the department. . , .
Dov:iop and maimain records and forms and prepare npoﬁs required by admlnl\walloﬁ. . .

¢ Continuously survey the Institution's needs for volunteers and volunteer services, analyze potential asign o
ments for junior and adult volunteers, and develop job descriptions for all assignments. ,

o Recruit and intervisw yolunteers; arrange for their placement, orientation, training, and supervision; and e
sure that all volunteers and volunteer services are evaluated reguiarly,

e Maintain a wdtklng relationship with the staff and personnél of the institution and the auxiliary, communica-
tlon with individual voluntedrs, and contact with community organizations as approprifte.

The dirsctor of voiunteer services must be abie to relate to any person of whatever age, background, skills, and ability.
e must have an understanding of human needs, behavior, and motivation, and the ability to develop the capabillties

RN - i Y

L3

of others. He also must be a skilled communicator and a capable manager and planner. . : { . A :
Although no one fleld of experience is'dlrocuy applicable to this position, knowledge of soclal sciences, business ad- . o ~——
ministration, aduit education, and personnel administration is.particularly helpful. * ’
The person employed as director shouid also have had experience in a position In which he has demonstrated the de-
- . slred qualifications. i ' \
- . . . ‘ . R
8 .
. i . ’
. -

-
( [} . [ o
LI .
2. American Hospital Assoclaaon. The Volunteer Services Department in a Health Care Institution, ‘Chicago: American \
Hosltal Assoclation, 1973. pp. 5 and 6. : ~ | N J , »
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. | ' . ' | SAMPLE .
| ‘ ' t To be adapted to agency’ uqulromcnn
’ . 1 Sy

S . PROGRAM GUALS THAT DESCRIBE POSSIBLE VOLUNTEER ROCES'

F

- . e e e e e e e

- Good Grooming Objectives ' : ) | R

1. To conduct ongoing palﬁm/voluntur sessions for the development and maintainance of good grooming habits,

. 2. To bring community interest and concern into an Institutional mtlng, thereby mompung to communicate to tho .
patients that they continue to be members of the humah community.

| : ' o 3. To provide the materlal necessary for basic grooming needs to those Indlvldullp for yhom such Iloms are umvallablo
. or unaffordable.

v . . . -

,  Fashion Therapy Objectives . N
1. To provide a volunmrlpatlom relationship that is structured, suppomvo, and caring in a hospital mllng. The
‘patient.volunteer relationship, wlth its empliasis on a sincere human congern, s always the pivotal point on whlch
the entire program is based.

C i . ’ 2. To reawaken and/or enhange the patlom s awargness of his or her appurinco In mlltlomhln to the spoclﬂc plans for
' . ’ ' a specific patient, N
3. To encourage the patient to assume mpomlblllty for pononal grooming ha'}l;s . " . e

. . 4 Tp explore and invite dcvelopmont of a positive ulf-concept ’ {‘, * ‘

5. To encourage pmonal ¢choice, 0., acknowledgement of the Indlvldull s neod and right to bo and look as he or she -
chooses. At

-~

. ‘ , 6. To provide ‘material means to work toward the above oblecqves through cosmetics, clothing, hair styling, pnd 10 on,

7. To provldo contact with ptoplo from the communlty against wnom the patlont can‘swe,’ uat and judge hlo or her re-
floctlom and sense of reality. : ‘ : .




SAMPLE
Jo be adapted to agency requirements

4 . . . L4

. ' . .
'VOLUNTEER OB DESCRIPTION ? -
A -

N . .

N .

Function: To work on a one-to-one basis with young people who ate under court supervision or. who have come to
the attention of the court and to establish a warm, stable, support-friendship relationship.

< R . (¥

’ Rupomlblo to: Volunteer coordinator

' Responsible for:

1. Providing an.extension of the services offerod by regular staft members in an innovative .md purposeful man-
nor for the-enrichment of the child. -

2. Acting in a contciontious and concerned mmnot relative to the nqods ol the child, i.e., friendship, support,
como.mlomhlp. ind to cooperate with the policy, pRucedures, and practices of the court.

3. Pmlclpallns in training sessions, “'rap** sessions, and*supervisory conferences ang striving continuously for
growth and development in understanding young peupte in conflict,

4. Keeping any tecordd required.

Qualifications and Abilities:
. . . .
1. Must possess maturity and sound iuMdut; an enthusiastic and healthy philosophy of life; a sensitive and
*  warm personality ; emotional and physical stamina sufficient to carry out the task; ability to build a friendship

. on respegt, dignity, and concern; and the ability tp keep information confidential except to authorized court
personnel. . ¢ - .

2. Must enjoy working with troubled childnn ihd be willing to continue thc work for a ponod of 9 monlhs 3
. hours per week.

v

3. Must be of good moral charaémr and have a des_lfe to help others,
4. ‘Must have the *Ill_tv‘ to be opeh and honest in relations with oihers.

Mlnlmum"Reegﬁlr;moms:

. Some experience in workln: with children.

2. Avalid Washmglon State drivet s Hconso and lnsuranco to carry passengers. ‘ ' . -
3 An application with referonices on fite, '
4. Completion of orientation and basic training course, ’
- . - . ’
- A\ ]
. ’ . ' L
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_ o, . SAMPLE + - ~ ' L
. X . . “‘w.’,; )
/ - , _ To be adapted to agency roquﬁmqms o

J‘ K‘ : .‘ . | ) | . "]

«. ' AFTER-CARE VOLUNTEER PROGRAM- 3
. WELCOME-HOME AIDE JOB DESCRIPTION

Purposes of the Program: o <o

- N » - . ) . )
'y ! 1. To provide a volunteer sérvice that will help montally anii/or emotionally Ii| patients, who are county residents, ..
' . " to maks the transition from hospital life to community Hfe. This wii be done by offering a human relalloogtw
which nothing is required of the expatient other than his oxistence and his permission,

2. To be informed of what aftercare fac[lltles'au avaliable, viz., outpatient care, modl_callbm, social rehabilitation;
and other types of services, and keop written records of contacts with these respurcos which can be used for evaluation
purposes, o ‘ ' - ' : .
{ : " 3. To determine what kinds of resources are needed for returnipg hospital patients and how weli present facllities in

' the county are meeting these noeds. As an ou tgrowth of this, to pfpoint where and to what extent gaps exist and to

heip, where possible and fiasible, to mobilire the community resources necessary to meet such needs.

Qualifications of the Volunteer: \ L

. Be able to relate to amthér human being in a vhrm. friondly, and accepting manner; care about another person;
and provide the support they might neod to make their own decisions and reach their dwn goais. = .

2. Be openminded about, and Interested In, methods of handling prablems of living that may not be in icco(ddnce .

u with the volunteer’s own set of values. "
. 3. Be'able to be redsonably comfortable in a Work situation in which results of one's efforts may not bs apparent for
) a long time or may never be vory clearty evident, . _ . [\ - g
- ‘ : .. i . R
‘ 4. Be innovative and creative in the relatlonship with the patient, as neods bocome apparent.

5. Be very reliable about fulfilling commiyments and be able to make only prorﬁ(m that can be p:)sltively be kept
and accept only those patient reforrals that can be hangled with available time and Interest, S '

6. Observe strictly the confidential nature of any Information rcgardl;\g the patient. . !
¢ B = 7. Beaware of a‘\glable faclitles and/or how to get Information about facillties. T ‘

8. Be wiiling to visit the State hospital occaslonally ta meet the pationt shortly bofo}ro he or she is schoduled for

discharge. This is véry seldom necessary. o Co -

‘ . .. . LI -

-

9. Submit semimonthly written progress reports.
\ :
10. Attend supervisory meetings, in the county, for 1% hours, twice a month.

o

.Q,
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SAMPLE . | ‘ .
“To be adapted to agency requirements : . o

_STATISTICAL REPORT—VOLUNTEER PROGRAM * '

3¢ Quarter, July 1 through September 30, 19

Name of Agerwy ... . ___

Departmont Suporvisur _ . : .
. wer
I. CLIENTDATA S : Q )

A. 1. No. of Clients Being Serviced by Volunteers,
End ot Last Quarter ’
2. No. of New Clients Assigned {o Volunteers
During Quarter ' .
3. Total Caseload During Quarter . . .
4. No. of Clients Terminatéd From Cassluad ' !
Iniring Quarter ‘ ,‘\ ,
"$. Nu. of Clients Heing Serviced by
Valunteers, End of This Quarter *

. B, No. of Clignts Being Serviced Directly ' o oo
by. the Volunteer Coordinator During o ) -
Quarter ) ’ ¢
. (G Ofghe w:«,_clicmts no longer being serviced by volunteers: )

clients discharged.

e e : ‘s

) I
y 2 ere. . Clients transferred (not committed).
oo clients no longer need service.
4. .. ... wolunteersleft. _ . "
. ‘ Number of . . .
Il VOLUNTEER DATA _ .~ People ' -Number of : _
o . Number of Recelving ' Hours Donated o
A. Type of Service ™ Volunieers Servicé : Per Quarter
. 7 . \ . R
1. Individual Counseling » “ , \d
2. Tutoring Only - : _ | ‘ .
3. Glerical/Ottice Work -
4. Group Work Only P
5. Professional Services ' , : , ,,..,A’-"”f/ . -
6. Intake Work ) ; — - i
"L TOTAL ‘o :
8. Other ’ ) T — X
B4 1. Number of New Volunteers Trained During Quarter ’ ‘ ' ' . s
. 2. Number of New Volunteers Assigned During Quarter | : ‘ -
3. Total Number of Volunteers Trained From Start of Program to End of Quarter )
- 4. Total Number of Volunteers Assigned Frpm Start of Program to End of Quarter — .
. .
:‘ g . ’ @ \, : "
: . ' ’ .
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+ SAMPLE

~ To be adipted to agency nqnhoTu
5 _ . .

™ .~ VOLUNTEER HANDBOOK®

The VOLUNTEERS'
. ~ HANDBOOK
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' VOLUNTEER .
SERVICES OFFICE ...

o . . . &t Anoka State s

tal is in the Basement of the Vail inRoom B C
30. Volunteers and other visitors may park inany of the
. sqveral nearby parking lots.

‘The Volunteer Services Coordinator is Richard Bokovoy and
belsin e of the office and of all Volunteer Activities. He
" i aleo rector of Public Relations for the hospital. To
" resch the office by , call 421-3940 extention 397. The
. mailing address is, rd Bokovoy Volunteer Services
, Anoka State Hospital, Anoka, Minnesota 38508.
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. WE AT ANOKA are ted you -
patients if you weren't.

‘We're Glad You're Here

35
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\
here . . . because we couldn't do nearly as
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So, no matter how well we do our jobs
patients can profit more fully from what _
what you do. You help your patient-friends to realize that
their stays here are temporary ; your example spurs them to
confidence in their ability to live without either youorus. -

With ratitude and deep belief in what and we can ac-
com together, we welcome you. We are indeed glad
you're here. . . :
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; Who' Is a Volﬁ'hfeer? ' R | " voluniger pre n:igtgm m'«mm"g
-' ,. . o e Tl Sl el
A VOLUNTEBR is & patient’s friend. " advaniage. Undec” the earcilly guidey shused to beat
Friendship ia the golden quality that Volunteers brin to the | Wyvices are always those o
sl el s S pols Doy duy s et oy
‘home, 're aw v . oers v _ { 1481 or- 9 ’
-\ them undorsunfiln&.th:yehnco to talk about things u.'.? another. The prog¥am h o ANOKA S
Cpromemiesdhopiiitng . SRR | T
. . more v r ness or - : ‘ , 1 :
A Volunteer is not a trained therapiat; but he's more than an ", 'ned ways that their concern PROGRAM .
amateur. It's fair to call him a semi-pro, for he has to know a for their felliws will be made :
. lot of things about the best ways to serve his patient-friends. . most effective. o ~
o mamt?mcgommh& at tt.h: H:&lhl :ir;m.n &'1"1'.’ : ; ' g g S .
programd for new volunteers, and provides materials ' ¢ Anoka Volunteers ' ]
and counsel to help them o thelr jobs well, | o Servics. oifice, Vel Bulking. s e Pl cluniser
Y I - E dimtorm«htfmn.(imtbamtrllnl_m activities for
. This booklet is.one such aid (on the page s : them, channels their services so that tal areas are
. -next to the back cover is a list of books that _ reached and.none neglected. The Coordinator’s office is
~ Volunteers will find helpful). , : mﬂ;l:h : wolrlkf:rm r:cmmﬂmmu&m‘ , Tor kn&l:g
. . ‘ : N . | ’ - . I''wo » or I\V ) ‘ 'm
What do Volunteers do? Later in these . ) , meritorious contributions. ‘ : o
e aeah Uy P sapeon aepoos o Cooedimator also sedks and aeganisen e trifPW-
- In general, they prov ces to patien a the o
- that the regular stafl hasn’t time to offer, “!\.9-“.0‘ Vbhmeodx—chml:n m.mlg.cm S
~Services hat usually must come from 1 » Many other community groups that want to~
ﬂgymdh:ip 'l?m et their patient friends; . contribute to the Hospital's work. Some 40 groups involving
, they nts 0 taide’’  TEEEETEEE than 500 members cipate each year.in the
« contacts, perform “'outside’ errands. They . . Besides ‘M.-mm»mmm individual Votun-
. Mcmttheﬂuplwubkﬁh(x.dr estions often | \ N v ) , roun
 the statf to do ‘better). They'provide the “‘extras” ' ' o ot
© that mean so much to men, women, and children in an in- : \ ‘ : ‘- S
 stitutional setting. \_ oo 2
,.l._fmboomtuﬁnwvaummmtm{nﬁmmm S | R
~ - become good Volunteers. Read it, and keep tathand. . ‘ -
‘ ANOKA STATE HOSPITAL - o VOLUNTEERS'HANDBOOK - - - ' . . '3 ..
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*Qrientation sessions conducted by the Coordinator provide
‘both_training sessions sesaions for new Volunteers and an

. annual conference, usually in the fall, for all incividuals and

in the program. Sessions for individuals involve tours

| of the Hospital and instruction in its purposes and the many

K‘.. of its work. The annual conference usually offers

lks by doctors, nurses, and others of the Hospital staff and

mnoncl accounts of experiences by the individual Volun-
| WL ‘ :

Many groups or indiyidusls make financial contributions. All
checks or monoz orders should bé made mbld to the Anoka
, State Hospital Volunteer Council Fund. money is used

- not only al Christmas time, but through out the year for the

benefit of the patients or for special ,::joct- for which there,

is mhtlo o:;no provision in the regular hospital budget.

Voo

. The Services Office accepts and distributeq many
for the patient’s beriefit. You may ask the Volunteer
rvices Office to discuss with you the needs of the hospital.
The gift program \70” into high gear at Christmas, when
ifts’pour into the Volunteer Services office from groups and
ndividuals. The office at-this season looks like a big bazaar,
and it serves every patient.

als to recognize faithful Volunteer service. A
Volunteer must have made at least four visits in a year to the
Hospital to becore eligible for a certificate.

v

] F‘imllx : Certificates of merit are awarded every two years to -
+individu

N . ANOKASTATE HOSPITAL

T
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What Does a V.‘olunteér Do?

THIS QUESTION has no corfiplete answer, and no perma.
nent answer. For one answer is "almost everything," and
another must recognize that patients' needs which Volun-
teers can meet today are different from yesterday's, and that
tomorrow they will ¢ .again, Volun-

- teers’ activities and contributions to Anoka

patients are as varying as the world itself.

It is possible to say clearly, how{vcr. that

A | are not asked to undertake. are not
Wosey therapists—they do not provide techni-
< calservices the trained staff offers. They do
not assist in the admiristrative and mana-
gerial tasks of the Hospital. They are con-

- sidered su lements—precious supplethents—to Hospital
mﬁ uf m:-nnal relatlonx:l

ces, for they bring hyman a
into the sometimes formalized institutional life of patients.

What are specific Volunteer contributions?.

Group activities (which involve the largest number of

Volunteers and the largest number of patients) are of a
hundred kinds. Examples:

Church groups bring choirs for patient entertainment. Other groups |
arrange trips for patienis to such places as the Como 200; they organize
picnics {or ggtisnts; they come lo the Hospital to provide bothr partners
and musjpfor dances (some of these activities are occasionsl, some
of regilar schedules). They may take patients in small groups
to Viking ¢ Twins games, to the Guthrie Theatre or other thetres, to
libraries or art galleries or concerts. They provide Christmas cookies .

for Christmas parties; they hold rummage saiea to suppogt the Volun- -

teor Fund; they send memb. rs for ward scrvice as nurse's aides or
orderiies. They take mponnlblll:‘y {or baking bir cakes (in one
year eleven church | roups constituting the *Birthday Club' contributed
601 Individual birthday cakes 1 88 individual patients).- They come to
the Hospital on July 4 and other holidays to put on recreafional
programs. They aid with the Christmas Open House. They take patisnts
to Aquatennial or Winter Carnival events.-

All such activities are planned in consulation with the “

Volunteer Coordinator. Sometimes suggestions move from

VOLUNTEERS'

are some kinds of activity Volunteers

f L LR
R



" relationship with an individual
‘One-40-One

 the Coordinator to , sometimes the other way. But all
plans are a

by the Coordinator.

Individual Volunteer activiites are planned and coordinated

many

activities: Work in wards under nurses’ .
for example. Individuals undertake ueom of other
services, however, An individual may gla.mr a
on a shopping trip Anonortho‘l‘wlncmt take'a
young patient for a visit to his own doctor. quayhclp
patients to use the Hooglt;l library. Hc may assist
cupational or rehabill
a patient, or go with him for.a wa
aid him in letter- wﬂunn

: lndlvidual Volunmn may serve on a regular basis—once a
" week, once a month, maore oftén or less—or he may serve ‘‘on
~call.” Volunteers in néarby communities are available on

days they p-ctrz to accompany uf'"'"' to other hospitals,

tal ides cars und
:ﬁmrmﬂomdl

More and more important in the \!pluntﬁr scene is the One-
to-One program so widely employed recen
~ treatment of the mentally ill.- One- e, & Volunteer

responds to a Hospital request for an individual to establish a

in the same manner, and of them are like. group-
vision,

nlon. the vor. or

vers), 'th?l avoiding

" application, the p often involves a
- weekly visit by the Volunteer to ‘*his* patient; he is ,
. vised cmmlly in his rela and activities, he
learns not to conifuse the-fri relation with therapy. His

is to provide to the patient as intimate. sym- .

m"”ueaeonuctnhmldm

Wn.

patient -

may y wlth-

polntmenh .

in America in -

tient. In its most intepaive:
tionshi

becomes .
adviser eommmwm.uvmmwmwt-->

.The'Responsibilities .

of Volunteer Service

' MOS'IWOLUNTEERS become Voluntuu because

thcy
movodbz t Dr. is J. Braceland has called “ﬁn
w@nvmlmm or his bigther.

untomatAmhanmmandwomon d
* o¥h unlty&nd tlon.and y

eontribuuonto wdfmmmutmylngunn reonal |
convenience. - /
Most of thou who become Volunteu'a are a that the-
service they.are about to offer entails both omand
rewards. About the rewards this booklet will

multiply as service continues. Butlomoolthe tlomm

not always at first visible. Let's talk about them

“Acceptance of nuponnhlmﬁﬂ“good" Voluntur hI)Vll that

~ dependabili the Hospital but even -
_monthopn t must olunwhuloodnhll T
That when he san he -
will do so; that when

:
E
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e e h o st I Wctwmievhen By hed . AetaSaHapgt Ko 10 Become
enlerprises. we know this is

oo soogh. Sugport of booklet ‘hae o @ Volunteer -

& mere courtesy. S ' .ummumemwdnm&ﬁhlsm.adm

» wesk" is a guarantes, | or

A - ' the welfase of poais ot Uitereat ha?

. L are you, you can e

D s ey & b ot of ot e i i o e o oy o o e’
Ohers--1a that relatidstipe the needful and the 49, you conault the group (wsually of 10 to 28 members) to
helpers are confidential By the nature of Volunteer- make sure that all are in position {o devote time to the ac-

- Pationt intimacy, & Volunteer gains insights into the . iy, gmounts of tme given by different groups va

:, segrecies of the lives of his patientfriends, certain kinds of = ‘Yidely, Jrom a few NIt yeh 10 regular woekly ."‘a'"' -

. knowledge about them, that must not be revealed. Volunteers ‘ ou then lelephone or visit the Volunteer Coordinator, BC 30

- bear as much burden ss do members of the professional staff - Vail Building (telephone 4213940, Extension %7). You wil

%o protect the right of patients to live in self-respecting _ arrange appointments for interviews with the Coordinator,

" privacy. , Do : _ who will then aulﬁn your group td a service requested in

) v o , : : some area of patient care and schedule. the necessary

orientation and training sessions.

?le Use of Guidance Asmmh mu_pointed out eaul;::er.' ) , A :
olunteers are not expected to tors, nurses, or thera- If you wish to serve as ak individual, apply to

pists. Th’n% :;:" :.m"‘" {“".‘::“’“'u“"' that staff doctors,” - the Coordinator and arra’;ge for an lht:;v ew.

nurses, a rapists rarely have time to : After the interview you will be given an

perform. Moreover, Volunteers—even : assignment on which will
, . you agree. You will
- should they happen to be professionally \ begl?\n your service following orlentation.

| PIane and. ey dont el heserment
- plans, a y don't usually have Full records of seravice will be kept at
. .::(dormann. Consequently they are expec- . the cwh‘mw“ﬂc&_m W%
¢ form, your assignments, your hours of ]

‘ to mr:ﬂ tho:r ghm " with
tients acco 0 or It is'a Volunteer's responsibility to see that
n‘s"d hours are recorded. . = . C

netructions prov by the ‘supervisors
-of de?nrtm.nu to which they are N S ‘
Not to do s0o might seriously interfere s /

with patient progress. S S '

: : (1 you live nearer ane of the other State hospitals than Anoka, you may
- o wish to voluntesr for service there. The other mental hospitais are at
_ Fergus Fails, Hastings, Moowe Lake, Rochester, St. Petér, and Wilihar;
o . '« ‘faciliies for the mentally retarded are at Brainerd, Cambridge,
) o . Faribault, Minnssota Valley, Owatonna, and Shakopee.) - '

-

3 ANOKA STATE HOSPITAL L VOLUNTEERS' HANDBOOK o L
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‘BOOKS for VOLUNTEERS

VOLUNTEERS—and everybody who wants to understand
mental health and iliness—will find exploration among the
named below a fnclnau mJ) helpful adventure.
“u.:uy of them "rud like noveh All are worth anybody's
0.
Beers, Clifford w A MIND THAT FOUND ITSELF
mNod-y. ‘ t

* Bird, Brian, TALKING WITH PATIENTS
. {Upplneott. 1963)

" Dennis, Lorraine, PSYCHOLOGY OF HUMAN BE+
~ HAVIiOR FOR NURSES (Sanders, 1962

_' Goifman, Erving, ASYLUMS (Doubleday, 1961)

Gmn. Hannah, | NEVER PROMlSED YOU A
“ROSE GARDEN (Holt, 1964) -

 Hatkett, Paul, CARDBOARD Gmm (Putnam, 1962)

. Holfmau, Peggy A R)REST OF FEATHERS
(i{arcourt 1966) ‘Ib

. Jones, Muxweu THE THERAPEUTIC COMMUMW K
(Basic, 1853)

Jones, Maxwell, BEYOND THE msmpmw
- COMMUNITY (Basic, 1968)

‘K}thn Bert, THE INNER WORLD OF MENTAL
ESS (Harper, 1964)

h 4

ﬂumlnger Karl, LOVE AGAINST HATE :
) (Harcourt xm A

W THE UNBELQNG!NG 5
( 1988) N

on, Louise, THIS smnomt MY SON
m, 1968) Post .

L") \

mous'm‘rmuosprm. L

”
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~ SAMPLE ' ' : '
To be adapted to agency requirements

INTERVIEW LOGISTICS CHECKLIST

¢ '
¥ ’ ’ .
. v
. * ‘ ¢
Before the applicant arrives, the following items should be reviewed 10 emure that the interview will take place in a .
comfurtable, nonthreatening environment and that the interviewer is wall-organised and prepared tor the misetiy. ' 7
Before applicant arvival, the inl}rvbewer should determine which of the items below are applicable to hisfher program * R
1. Will there be someone to greet the applicant and, il necossary, ° Receptionist —_— St / Y
administer the proper formsg Refreshments: t -
. (coffee, toa, \ o ) , »
/‘ C Creamer, sugat, ~ . .
v ) : . o, cups, ete) RO ’ . ’
. - . Writing table -
. . and pencils . )
» ' . . Forms: ”
a ¢ : application L '
sign-in sheet —
. - < choico sheet —_— . '
r . ' ) “ ’ ., references —
p ‘
2. Is thore a coNtortable place tor the interview - Adequate furniture
R Tempemature o ' .
: L Private, quict
. : ' ' ‘ . . S “room, ¢ i
V- Woll-lit ot
) Clean . .
’ o . { ‘ ) . (but notsterite) . ~
3. Has the intervigwer: i - Interview guidesheet
reviewed all avallable applicant informationt? ' N . Job dcu}bliun ’ ——
bocome familiar with programiigoals ard objectivos? ) Gopics of information . oL : .
_gatitered the forms he/she must complete during the interview? ‘"« «  and rosponse sent o . .
jotted down questions to be asked during interview? . ' . fo applicant —_—
“"have all necessary information at his/her disposal during the lmervww? - Applicgtion form
< ‘ _ ML , eforences, . : _ T,
. i : o ‘ .cHuice.sheet . . C
- . o ‘ Agency referral file i .7 :
. ‘ Schedule of orienta- ' ! .
. : e . tion and training : ) X
) . A ) . Valunteer-agency, ‘ S . .
S S g ' - ,.r&'ov\lracl o :
4 If the applicit is to be given a lo,vof the tacility ur'&gency. has lhe ) - , » ot L : ,;
rest of the sta{f been notified? ' : : - .
. ' " 79 Co
LY »
. ‘ . ~
~ . N , " * . < .
. *{) /) » -
.
. 1 b .
-1 o - 5 - ' k ‘ §
. .
: 81 ‘ | e
. 1 ’ h :
. : i . N .
N 1 N .




SAMPLE A
To be adepfStto agency requirements o

. o | | ‘ COMMUNlTY RESOURCE REFERRAL FlLE
‘ (m be updatod perlodlcally) : : )
-« | o,

. . - v
Name of Agency: b SV
; ) ‘
) ‘ Address: ' e e et
~ . ' .
Tetophone Number: T S “
S ) Contact Person: : .
> ' . - E , B .
: - Typa of Agency (briefly describe, e.g., alcohol residential treatmant center): . " i L IPAN
—— + - —
How to Refer Applicants: A -
"L - . - Y : L. +
< R ‘ Kinds of Volunteers NW:’Apncy: T “/ - ’ - : \ L . :
‘ . ' ; ! ) S T
| eedback (describe agency receptivity to volunteers and note date and sourge of feedback): -
! ;
- e L e \ & B Y ’_
~ {IncTude any updates on l\gck of card.)
” . i
Y - .
- ‘ L ] .o T .
42 v . -
. R . . )
’ , . s * \ .
. n. Y . - '

. A} .
. - . -
. : '
, . . Y *
. . >
L 1 I -~ ’
. N -
. . R . i
LR [ Y - 4 . '
.® * # o' ' '
¢
!
i
~
. i
L £
h + "v:‘
} 4
[ L.
., -
. )
K o -
. )
’ \
t
I “ -




o . - SAMPLE , |
f e . ) ‘. Toboad;pnd lt;'pjency nqulioménis. . ) ' 'y 3 e

"VOLUNTEER INTERVIEW GUIDESHEET . 4

- v . ‘. S, . N . .

; . . (S - 1 -

~ . . . « - . .

. b o v, . Y . R
. _\ — - N o
* B - ) v - & L4
. . . ¥ ~ \ ¢
Y. d L N . . ... s . )
. LA » 4 . - . - .
. - Pare:_-. ' - f .
”~ . N » . — .
\'* . ' a N . 3 [ ‘? ' ‘- " ’ N
R o - - ‘ Time interview
: ' “ ) © begins:’ n .
] ° B R
\ o . ’EA\ . . ‘ . - - . - —
Appiicant's Name: ;- g K - . ) . \
¢ - : L3 > '
. ™ N _‘ ° . B - & * o ', . :‘
Nd Position: . - , . ‘ ks
T 0 . L]
. . , . EY « N LB N L M

Ro‘w&nt information about appllcam that is not mcluded on appllcatlon form: A e .‘.
. sA ) B . . . . . ‘e - '“' ° N
. Eleonu‘ : ‘ > ' - . ." -
. _ ‘ . ' M N o :_ * D - LI :

LR

o o . . I R . v
. lnhm:s. - g © g . b S
. \ . = % v - - - 2 .
. v : T . - ~ ¢ ] -
S e Omer - . : e T . - o
N . . . ~ - x - - » . » » . . \ )
- . . - ' g I ' N v s ~ -

- . ' o | PR T
. . Time interview ends: P e e W ’

Ca . : P . LY

roa-Complmd After Applicant Leaves - . e e e
t'f covgmlnulmcuons (mcludehow npmum relates to mu and he/she, respond, to quesﬁﬁns) v o ‘ S
: 3 L £ - - 5 4 . . - 4 R B

N ) v D v . 0 M - *
. . A}
) . . e - \ . ‘. . .
- A . * . . - . ° . ' S a ' '
‘ . - Y Y .
< . '. ow :, ‘ ‘ ' ' ‘
Rnfer to anotﬁer agency . Refor toat\othor ‘ndlvldual \ - : : \
. T . -4 i R Yo . o B - ‘ ! l‘ ' ‘
. (Spocify wne of asency)c______;;_"i wltMn ths agency ".'" . ) [ 3 | B :w .

-~ (Speclfv

>

-_' . - .
L&}
L]
)
L]
- e
| .
y[ﬁ
. Rihe 2
v 4
t
-~
-
B
-
L
. .
(]
e .
«
.
.
v
' v
1
-
[ 4
C iy
PR t
& ?\‘




[
-
’ﬁﬂ.
B
-
.
4

N Explain recommendation if nqt incorporated into general comments: e — - o .
’ . : . Suggested assignment (include days and shift): ___ » . — i
AU ) o ) . lnurv!qmr'ulmwry: ‘ : * 1 ‘ . -




S smn.e

To bomhpnd to m requirements

-

i
-
@

»J . v ’ . ..
ruom mouuues RIS BT

‘LOG OF VOLUNT EER
(to be notv{u ncclvod! .- . . 3
* ) ¢ ¢ ' N nl Py Ly * ) . & _"1 » ~
. . ’ ol . ACTION TAKEN
Ay o 3 . N vmumsin.cmeooav ..
BEAN ' v B 1 Application mailed
Dﬁ’fi BS INQUIRER'S NAME/ADDRESS 1 lndlvldual voluntoor 2 Interview sgheduled
' . : 2 Group wervice . 3 Refvsred to indlvidual
_ . | 3Speclal contribution within agency . .
e . . 4 DOﬂOf | 4 Referred to another agency
o Y .
_— - , R 5 v ' '
. \ b ' o L PN ? N - . » |
. - - v ’ N \ ‘ * . : .
LT ( X . P\ - : - ? .
> . o N ) .
' X}X \' v A q' b ~ P
4 .. ¢ o -: ]
. . A i R
' o~ . . ;»‘.' . * - %
' ) _ v . . .,
.
. « on
N} - * [
! . ‘ fand . \ L] . T
t R T > & s LA R
é - [} . \‘ .
l. - T - { » t - e o .« ~
V” L] s, ) ’ ] - .
. . . : -
& . A ; . < .
S . . ) - “ | .
Y ) . "' &
M 4 ' A 'x. [ ]
KY l.‘ \ D . . " .
A B
> '-“ . “ . l J
. . t . , ‘
[} * n . -
. - . R . . . , .
o"® B ‘ : ‘ e .: ‘ .’: "
4 .\: N .' .'-" . - ?" “1 ]
}‘ T Nen Lt "" - \. .~
f,\ Nowl e A t




S " v To budapud to agency roqulromcms .
- .7 ) ,‘ F . B © -
‘\') . . . . N 6 R . : ..( . X b - .
- INVITATION TO INTERVYIEW" - C o - -
n . : : co ’ o . ‘ . *
. - ¢ - . A _s g N a
) A o ° “ ' .
[ : ‘ - . o » - ( L3
' ‘4". ‘ o - . Dear _ ’ - L ¢ N

+ Thank you for your interesi in the Mental eaith Anocla“on of.Montpmory County Volumur Corm. | hope the .
'oﬂowlnu ‘Information will help you decid¥ If you wlsh to apply to the Corpy. -

. Volunteer Corps training comprises 35 hours of .enenllud instruction and 10 hours of spaclalized skill training and
i _ . ST g, mvets twicd a week for 4 woeks. The training program ls conducted by a yariety of mental health professionals. I¢ Is
R : _ “geared for those interested in becoming volunteers actively onupd In unigque hclpln; nlatlomhlps with hominlmd
. = : ' ' and formerly hospitalized. moml plthnu IR

\ ¢
o . . - We have no educational nqulnmonu foa' volunteers; mtm we look fot individuais who exhibit the ablilty to be com* .
S s - fortable, wlng.'md nonjudgméntal with pmonﬂumrln. from varying degrees of mental liiness. A personal interview
o - isrequired forall applicants and all applicants myst agrea tb: e

o Decomd a member of the Meintal Health“Assoclation. .
) . _ .-s give a minimum of 100 houupor year In service (trainidg-time Includod). These wiil Include also a, minlmum of :
v . “*. 50 hours’ sarvice at Springfield State Hospllal in Sykosvmo,on or onp Romotlvatlon Pmyam Sorlu. _
: . - o’-'maku?ywqumltmmuom E
: ¢ take 35 hours' general trainipg dnd Up to, 20 hours of spochuud mlnlnl, P S 2 S
R ' -« putchase any required training matprlah. (Cost’ wmbo $5.00. ) L B e
- As an Initial placement, it Is fe¢ommended that riew Volunter Corps mombm participate In tho Rimollvation l'ro- v
* : . ‘gram as their bo.lnnlng commitment to Spingfield State Hospltal. Wo tthisasa ﬂm pﬂmm-m for thmm

‘ ' : N . 1. to provide a structurgd experience for new volunteers, - ;
Ty ' v .0 2 w acquaint the volunteers with the hospital-system and. the voluntesr’s foh-wm\‘h that system aud. '
N : T 3t omn thit as many of the hospltal patients as poessible can receive the volunmr-spomond Rompﬂvnlon
. . Serles, Which Is now considered n unmlal.compomm of the howgltal's rehabllitation program. :

%

C. ) / " F ollowlng the 50 houts'.commitment to Sprln'ﬂold State Hou)ltal. volunteer nunltm Include Pytient Sponm-

o ship, the Welcome-Home Aide Program, and/or participétion in VariousCounty Mental Facility Progrgms, all of which
¢ 5 o will be fully explaiped during the training. With the exception of the patient womor unl\. these pla
. \ Hontlomory County and become available accorliing to need, -
. ifyouare interested In exploring your voluritesrossibiiities in this progum pl«u call ﬂn MHAMCoMu (9404155)
. , Yo arrange fot an Interview. For those interésted. - evening tralning program and § placemants, edening interviews cap
s . e ~ be arranged. The enclosed pplication should be completad and brought with yol at the time of the intorview, . "

_ * [ look rorward & mestin youanddlswuln; the Volunerorbspmmm with.you. ank you nﬂnforyourlnwm.
. L : Slncmlyyoun, , e R ! e ’j’f‘,?'“_ ’

~

. ol
»

: . (SIﬂmfm) _
R . Voluntesr Cogrdinator .
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- . ¥

VOLUNTEER APPLICATION FORM’ - .

« - \
4 " : . .
» 7
@ N . L3
. ]
] ¢ ~

Name . _

Occugation ‘ ¢ e o . ¢

Addresy _ . e Lip Phoﬁo DU * : )
:. ‘_ T '. e « / ] T » . 2

Name of spouse e e SPOU's OCCUpation - ) , Ce

. ’ e , ;

. o / \ : e
——i e ‘ : o N e e -
Placeand date of birth e ' ) R o S .
. . : : LR e ’
‘ J oo . gr 9

Number of child}en_ﬂ Agus ' . N . ) . ’ ; : _—

AN

'Scmmlullendcd_«___: . s : - L, B S

e A ey o - ¢ R
- &

Degrees, cortificates, otc., and whén obtained ) ’ ' . ' ‘ ' 5 § 4
. . e ) . . o B - 2y i

¢
.

b TS SO B T Y . S - - - . ) o ‘; . ‘7

If acollege m@me, what was your major? ’ ’ .
) " " " B . - - . ".
Experience as & paid employee e . N - ¢ ' \ 8 O(
X - g P - - ° . @
. R ' . »
- . N . p ”
. e e ) , \
Lo ‘ . R 3
- - — P AP SR i u" - .ot
R ' v » * .
What trainifg; it any, have you had related to thalliold of alcoholism? : _ ' ' ! " Y
mmmmmem s e e e T ———— 5 > NN A .

D e ranl T T U

-l
k|

-

-

, , i T/ o - » . N ' 9 g ('/ . ’

. . N . ' . - . ) , , e o ) .[ X
What are: your special ipterests, sKifls, hobbies, etc.? ~ . . >~ - X Ll R T At
. . o - o - . . . B . . N , R . .
L AR _ Y S . ot

X,

; : _ ~ ‘ A
‘. " B . e i (confinued next page) . .-
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R g ' " Application Forni (cont'd) 7 ' t .
. . How many huurs can you serve wookly, and what hours do you prefer, on what days of the weeh!
© v ' ) .
' ) ' . ' : - %
How flexible s your schedule? N - d rempo -
- t Do yor have your own tramyportation? __ : — W«.;,.O.;,,_,,,,
. [ ]
. i St * Would you be willing 1o provide transportation to clients and their h«i\met?
”, .
Y . . ) : B T /
N y _ How did you fearn about this program (if through newspaper, please specify) - Y A “
. ' 1
4 by L,
oo o . - ,
“ What attr@ts you Lo this pr n? - & — Y A / -
° | L
N 2 N R | 4 .
R e — <y
Howggdo vou teol at
. - - a. workingin an alcoholism agency? o
. »
o . . _ - v L& .

. e d . _t ™ . .
; ) . b watkgng with alcoholic people? _____ - z . S
o o s N - ‘e i ) .t T N 1 :

. - [ [ S 4 _:\ -
. . , ' , -
. ‘Im‘h community group atfiliations have bebA important for you?_ ‘ , " L
> . - . ) . . ' - .
* . Please specity. 3 . e B \ ‘
' . s . & . . ) ) 9 ) : Y ® X . . ‘ . R
o Chureh - & o : .
3 g . g - i ) \
. S FIAG B - SRR
. . . -
- S Q/ . . R -
, - : = Segvice groups . - .
1 ' - Price RoUps - et B, /‘—\ - N
\ . . " Professional groups “_{;\ - 3 ‘ — )
. . . . .
‘. . ‘ 1 I Y ' _ '
o ! : ! Youth utg.m.iml-luns . — : - X
. © - ~ - - R : L
. , ! , ' i - «
P Numbers to contact In an emergency: * M
. N ‘-‘ - . ‘ - LY
N : Spouse's business telephone; .
- . , . . .. - ‘. - . R 4
N - Individual vther than spouse: . N —
» . . ~
: : - ' - " ' N . : .
s o . Name . . ‘Phone . v k e
- S st . ) .
PR L
‘ - oy ARG .
- :
. . ot - x
[ 3 . R
» - 1]
» . . .
e ' AR
Y s [ . R .
N . ‘t ’,: t ‘ 5 A
L * *
) . o \ . o 7 , . .
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Application Form (cont'd) T
-
Addrew . C o
A . e
., Relationship __ . L. -
% . -
- . \
Ploase list three personal refereng ey
Name Addiess
. | o | )
2, .
3 : 1
. < S =
Indicate the arvas of involvemeps that nterest vou
Administrative: .
P
A;.'cum)(lng
tiling .
-
typing
- S
fundraining R .
planning . )
other ,..:,
Couneling —
, S H
_: mmm“oﬂﬂ' i
= therapy I, {specity)
. Public relationy/ :
publicity ., e S
public speaking  __ -’ ‘dc\igning p.:.mphl iy, ele.
speech wﬂtlng = N n'é\'wrcINscs
" speakers bureau - : tadio spots

e

- other ' - )
Crafts/artistic . . e {specity).” -
Y "' K
| . . .

.

W
-k

Lo

photography
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. SAMPLE

b To be adapted to agency requirements

® . . . , .
NOTICE OF ACCEPTANCE/INVITATION TO ORIENTATION

Dear

v . . ~

Congratulgtions and welcome to (name of agency)'s volunteer force. We are delighted to have you join us and will do
aur best tu elp you have a satisfying and rewarding oxporlonce The noxt step in your volunteer experienco will be = -
rientation. You'li meet our staff, tour the facility, ‘discuss program potlcies and confidentiality regulations, and recelve
“retraining Informay@n. We are confident that the presantation at the orientation will prepare you for tho upcoming

lwnlnl We look forward to seeing you at- hlme), on (dalo) at {place).

.

Sincerely yours,

{Signature)
Volunteer Coordinator
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© " SAMPLE " / ”

To be adgptod to agency requirements

NOTICE OF REJECTION/REFERRAL®

Dear : (- ’

a - S

* ' .
| want to thank you again for your interest in our Volunteer Corps. One of the most positive aspects about our pro-
gram s the fesponss we get from caring individuals such as yourseif.

. AY , "
Becaum of the nature of the volunteering we ask our graduates to engage In, we are not always able to accept ali those
who apply. We earnestly try to make assignments compatible with individual interests and talents.

Your application is being kept on fllg, as we will certainly let you knaw of any additional volunteer oppbrtunltlu in the
fleld of mentai heaith which might be appropriate In view of your specific backgfound and qualificitions, in the mean-
time, you might find one of the volunteer opportunities listed in the alu_chod sheet of interest to you.

| appreciate your efforts in applylnullo our Volunteer Corps; I'm just so sorry that we can not use all of e excelient
applicants who tesponded.

Sincerely yours, v .
(Signature)
Volunteer Coordinator
"_Volunteer Corps
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.
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:  SAMPLE }

10 be adapted to agency requirements

" \
. AGENCY-VOLUNTEER CONTRACT
N " \4
2 )
. 4 _
s . Date:
. : ’ .,‘ \ ‘ . ' )
o _/ Between :
-~ ¢ . {name of {gency)
. X o ¢ '
. o\ Ve §
{name of volunteer) \’7
\ : h l'he agency agrees to pmvido the volumeer with educatlon and lralnlns to prepare the volunteer for hls/hor service,
‘ an assignment Both useful and ml;fylns, accepuhle worklng conditions, and acceptance by both clients and staff as 7
a membor of the agendy team.. : . o

Tha agency agroes to provldc a 2:mopth wbatbnm perlod'bcfon granting-permanent volunmr smu!. mp‘fv/lslon,

R . periodic evaluation, inservice éducation, and change of ahlgnmenu as approprlate N .

. ; The volunteeragrees td carry out assignments to the best of his/her ablth fgllowing the qency s guldelmes and re-
C specting both clients and statf as members of the team.

The volunteer will use structured ¢hannels of &ommunicauon exclusively to mpon prﬁﬁem sltunlons. to request cony -
¢ sultations or a change of assignment, and to provide feedback and suggostions. He/she will strictly observe the time-
. ' ) . Trame for his/her assignment, anid report well in advance when he/she must be late for or miss an appolntments

. . ' The volunteer will respect the dignity of the client md the integrity of the agency by maintaining confidentiality of

- Information received in the course of service.

A}
TN . . "

. ’ ' : (Sigrved)
. . ' Volunteer coordinator

; \ : : 3
) , » (Signed) ( ?

. . . . ) - Volunteer

. - - N el I . .
D : B ‘ ' : ‘ o "\o A
. Al o - . - . R R
- [N T B . . . . ) B .
. . B . .
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SAMPLE |
To be adapted to agency requirements .. R . - N .
- \ r r M
‘ E . : . . , \v )
1" ' = * , A .
'VOLUNTEER BILL OF RIGHTS'' - ey o | - R
. . .
f -
O 3
- U ’ - N
R (/ \\ !
L. The right to bo treated as a coworker-Bot just as free help, not as a prima donna. ‘ - .
2+ Therighttoa Witable assignment with consideration for personal preference, temperament, life experience, edu- ‘
cation, and employment background. o . _ : )
3. The right to know as much about the ornnlutlon as poulblo—-lts pollchs, lu people, lu program. N
The right 10 training for the jobd-- mlnlng thoughtfully plafined and effectively prosented. ' : -
. Theright to continuing education on the job as féﬂowup to.wtlal tnlnln\'\nfomauon lbout new dovolopmonts.
and training tor greater responajbiliy, Do
6. The right tv Sound guidance and direction by mmoom who is exporhncod well lnformod patlom. and thouﬂn-
ful, and who has the time to invest in giving guidance.
7. The rilht to a place to work; an orderly, dosilmtod place, condvclvo to work and- wonhy of the job to'be done. . ? . i ' !
The right to promotion and vagiety of experiences, through advancement to assignments of mou responsibility, '
through transfer trom one actiVity 10 another, through special assignments, X
9,  The right to be heard, to hive apart in pl.mmng. 10 foel froe to make suggestions, and to haw mpoct shown for :
an honest oplinion, ,
10.  The right to recognition in the torm of promotion and awards, throu;h day -to-day oxpreulom of :ppfeclltlon, )
: and by being treated as a bona ﬂde coworket, :
—— N
\v
5 . -
. \ ) ‘ »
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R . SAMPLE
. To be adapted to agency requiréments

v \ ) ) . ' ' U ‘
-~ VOLUNTEER PROGRAM AND TRAINING DESIGN~ -
THE COTTAGEPROGRAM'? - ‘ . -

: B L "Aaoncvovmlow.' - . e e

: The Cottage Program is a community-based, funlm,mfoa treatment program for familles with algohol sbuse relibed
N problems. it Is furtheo a primary education, preventiodPand mly Immntlon program dealing with attltudu and rein-
. * '« forcive behaviors that mm wbstance abuse. -

The treatment m functions in relative si ity. 7 pking mombm ‘of a family are lnvolvod In a two-

.part werles of the megting process. In an [pforchal family meeting, the Cottage medting moderator confronts the.
Hinews of denial ( mary aspectof alcohol abuse) with the family. The family is given spacific tasks in terms of be~
havior change related to tie unho drinking bebavior and a thorough recognition of seif-responsibliity in the par.

_petuation of the problem. imate 1- period, the ‘family participates in the second Cottage meeting -
wherein the reinforcing rol king member is play ing aro exposed and discussed. Specific behavior chm.u
as a means of ending the le are inltiated, oou\od with omphnll on the necessity for focus directed
away from the drinking m

This completes the two-part Cottage mootlnl process, and althoulh odomor may meet with a family a maximum of
six times, weo.are not in the Business of iong-range family counseling. t{e skiils needed by a family to deal effectively

. with its own abusive driking problem are adequately imparted In this two-part process. Families or an Individual may,
v o ‘ howaever, bmlclpm in the program serles as many times as they wish. 1\ : .

The Cottage accepts program participants from a. varioty of roﬁmcos. Imlhlng dlncl referral from other mnclu
There is no fee to participants or reférral source. Our primary objective is to reach as many people as possible and break
the cycle of perpetugtion of alcohol abuse. There are no screening criteria for program participants. If a participant, af- -
ter the cottage meeting process, ll in need of extended or long-range treatment, appropriate referval is then made.

' Ploase faol free to visit the Comgo and further explore the possibilities of direct reforral. We welcome the opportunlty

N
- to meet with you and to share our program as a meanlngful resource to your agency and to youmlf\u an {ndividual.
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" . .SAMPLE S

t}"u
. To be adapted to agency requirements *
1 = ‘
[ 4 .
‘. .

VOLUNTEER TRAINING

7/ 0 ‘

' : .

{
Volunteer training is an otwn nverwmked phiase and a generally misunderstood concept. Quite simply, it Iy the procos. ., -
by which unpaid and, theoretically, untraimed individuals become integr ated into the process and design of a program, A
It will provide the volunteer with adequate mtormation and skills to be able to function within the program in a man- .
'nér that is positive and enharfcing tor hoth the volunteer and the pro fxm‘\uul be relevant, enlightening, and motivat-
ing to the voluntm and potential volunteer experiences. Specitic trajning in hasic communicatton and human relations . : . -
skills is essential to valunteer performance in human services ot lented prograitrs. Clearly, It can and will have a signifi.
cant impact on the volunteor's program performance, but pcrhms oven, more Important, on his personal level
of functivning. / : ’B

v

The Cottage Program volunteer training program attempts to puovide these skills at the vory minimum. Over and above .
these preliminary shills and program orientation, itwill attempt to provide 4 conprehensive advanced training process

by which a volunteer may turther develop his skill level. The Cottage Program volunteer lralnln. program Jlso has a

built-in structure to enable volunters ta become eftecfive trainers,

The ultimate goal of the training process is to pfuvndr, a vehicle that will maintain continued prognm relevance and that

will ultimately be designed and executed by the volunteers thomselves. The process far the dovolopmcnt of a total vol. .

unteer program to be initiated and administered by volunteers is the goal. The initial training oxpprionce, in conjunction -
with the advanced training experience, is designed and implemented taward fulfiliment of this goal. : .

«

‘ \/
Volunteer Role Statement and Structure : . A

The concept ol ‘the volunteer is critical in the Cottage Mesting Program. Valunteers are unpald people who are abls to e
give limited time to be ot help in sumething that they deem worthwhile and personaily rewarding. They bring with
them a variety ol resources, interests, and perso 1al areas ol expertise. The program must be sensitive to these comman
denominators ot volunteerism and design its volunteer structure ta ber adaptable. The Mopam has adopted a
volunteer hierarchy that provides a structure and tramework through which volunteery may function and progress,

The role of the volunteer is multitaceted. Without the volunteer, sonve of the very real neyds of the program particl-.”
pants might never be met. The volunteer provides an intermediary stop between the particRants and the program itself. L
Volunteers are trained to tultill the role of moderator and vglunteer trainer as woll as severad| other roles. The volunteer, ’

through his warm, nurturing, and accepling approach to pafticipants, provides a very neces: element to creating and

swstaining the healthy environment in which the staff's relm‘:d roles may be best compiimented.

, - !
¢ . >

The Cottage Program yolunteer system will soon develop into an autonomous organization that wotks in conjunction . -

with the program statf, ensuring continued program relevance and continuity. The process for this transition has al- ‘ . \ !
ready been implemented and is ohgoing. In the interim, however, cfforts are being made to provide the programmatic ‘ J = .
and supportive services essential to a successtul volunteer program. , ) '
. N . t Sw—
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NEIGHBORHOOD WORK : | \\\

Neighborhood Work s the muh vml part of the Cottuge Pro‘um Thisis where we cxpoW\w the real mgma my ths,
and demial ot alwholl\m that are so prevalent in all our Lommunities, .

for yedrs we h.wo been ticating thu’ﬂkwss ab al ohdlism with programns lhn Jodus uu\mmnu thc ch})hulh Thesw pru
g1ams aro highly commendable, but altohotism till remains the number gne health and social problem in this country,
Our present tredtment programs don 'L evint bogin Lo heep pace with the iliness. We can all sit on our hands for the rest
of our hives tantasizig about the nice’ |hﬂ)gs wo aro going to do, but what we need now is ACTIQN ACTION directed
toward the people in our own mmmumly, for it is in our communitieos that we find the fertite woil whow the seeds of
alcohalism grow into full bloswm There we find the one wha Isill that person we call the * alcohollg. *

The Cottage Program is the only program today that is working to solve the problem by .Mual‘y wing into the neigh-

‘hothouds  tatking with people, delivering Inloimalmn and holding’ Cottage Mcelmg\ 0 educate” mtmlo ahput

sleoholivm. . ¢

The Cottage Program is a people pmgum\nd the heart of itis the Beautiful Yolunteqr, T hcse are the people who want
to betoma helpers and gwcn human mmrhhnwm to other people in our communivy, whcthw (hey (Illnk or not.

We all needtd change our almudo toward the use of akuhol It we are going to whlp lhc illncss ot almh}lnm
“The problem is ATTITUDL :

The answer is U)ULAI TION FOR AWARE NLESS . .
awardness for CHANGE . . . - : s .
t.h.mgo tor PR[VtNTlON . . . . .
We need to treat the iliness of alu)holism 4y Wo |'gat malaria. Let's stop running around swmmg the mosquito whcn
the Swamp iy still intested. Ll T'S TREAT THE SWAMP. . o
(Siynature) : } i * . ’ N
Volupteer Trainer . S | -
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| - ~ SAMPLE T .
) ' Nooeo DELIVERY SYSTEM FLOW CHART L
' S . Vo : : - Volunteers
- * R , \ ! P ’ -
N . (40 .ct ¢ i
N : . _Conisultants Director
. N Center R .
Trainer N\ .
. . , Y
" t . B \) -
(o) .
L] ‘ -
. R <4 . .
v \ . O
! -Field VOLUNTEER » VOLUNTEER Field R
Trainor , : Trainer ’ s
1" ' . ) ) .
] Key - ) ° - . . \ o . Key
*~ | Modé L R . Moder.
ator ! { ator
‘ . ) . -
. 'Y 'Y - — >
v o1 N - !
JJCwICtgpiCig JiCgl JCg JfCig f]Cig ] {Ctg R ICig R Ctg 1 Cig][Cig]JCtg JCtg ] )Ctg J1Ctg ] [Ctg |ICg | fCig | fCeg
© IMod] [Mad] [Mod | [Mod] [Mod] [Mod -fMod] [Mod{ | Mad] f IMod] IMod] IMod [Mod Mod 1 [Mod] [Mod | IMod od § {Mod
v , .t ' - . ...
o . ‘ Program reciplents |° . ' : : -
} Ctg Mod = Cottage meeting moderator . 9,100 - A Key Moderator = Kay Cottage Mesting Moderator
12 months . ‘ - ‘ o
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| | S ! SAMPLE I
. o / - o "~ Tobe adap(d to agency requiremonts

‘ . . . ; » . o » . i.

- 1 . . .
- . * . . -

. N . ;’\ .~

Cycle } , : . < .

10:00a.m. or 7:00 p.m. * _ Training bagins

‘ ' ' . ' b : B Orientation and award description : .

- ' » ' Filt out locator card ahd pretest
. 1. Volunteer Infofmation sheet *
, , «

Discuss Cottage approach and modeling

. . . . Outreach methodology
. : e . 1. Need to educate the community ; statistics
. ‘ : 2. Door-knocking concept (shect)

. <, ‘ Doar-knacking in neighborhood”  +
' ‘ Critique experioqée .
5 e ' ~ ’ 1. Turn in £nd complete locator cards |
»
» _ . ) N ) 2. Describe locator catd system

| . '
/. . Matorlals noeded: . Governor's letter .
, . . '« 7 Locator cards, mall-in cards . -
. ) : ( Awareness sheets _ i
- . ' : Dogqpknocking shects . :
. . . 4 ’ !
Cycle ll

A R . . . - [

v ) , 2. : Overview of Cottage Program

A . : ' 1. Denial handout and discussion L
. 2. Assign stage and reacting role memoriZation b
. . ’ : ‘ Door:Rnocking In neighborhood -

. : L \ + —=fLritique experience y
- . ; © 1. Complete locator card system .

N ' * 10:00 a.m. or 7:00 p.m‘.' : Training begins . { I\ .

. "+ Volunteer time service 'repor.ts
. . . : v 1. When o con}plete and turn in N
¢ : . 2. Replace yourself thfough all growth chart phases

& ' Co. Assign comoderator of Cotiage Meeting No. 1

-

, = . Matorlals needed: ' " Governor's letter ) ‘ ;\ : .
) ' C ?g o Locator cards, mail-inf cards ) &
! - R . o . - ’ s .. * .7 ot ‘« ~
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»,I . ’ ce o 4 » ’ . s . ,
» ‘. , . ’ . , - { - . . , \\‘ . ,. ,.
L] . ’ N ] . -
10:00 l.in;fr 7:00 g.m. v - - Teadning bo!!ns ‘ ’ , SR ‘ ‘ \ ‘ : v
* R : . livery system handout and presentation , ! ST
g . ‘ .~ /" Related dependencies discussion A . . ¥ ) e
. o) / Door-knocking in nefghborhood » . ) o
Critique experience o . '
" L .
‘ r_./ v 1.Lomplete systera - - -~
’ ) { . Aulign comodc'u{a of Cottage Mestings No. 1 and No. % A
- " . * " v *
‘ Materials Neoded: ’ Governor's '."Qf ) ‘ . * )
- "% Locator cards, maik-n cards : < L .
: . ;i& / N . !
L] - v . / » . ) * ‘ N . : ._.\ LY
Cych IV Yy, oo coh Vgl ‘ C
. i’;“i R ‘ . u . ) " . » ' : . v \
10:00 a.m. or 7:00 p.m. : ' L. ‘ » ’ - _ :
. ' " TL‘"‘R‘ m'n’ L ' . . ' : . : v j - '_ L. ’
Wiitten questionnaire for knowledge gaip e,
, liihess of Benldl, related dependencies . ' ,
. , i . ! R R . . » Y .
. , e ) Door-knocking in neighborhood . ' oL ’ A
’ ‘ Critique experients . ‘ ( ha ' :
: : , 1. Cothplete sysferp '
. . Assign crisis | teﬁ’!nt'lon tnlninj\ o \
) A ? ' . N 3 ‘ '
Materials.noeded: * -Governor's lofter ~ . ‘ . f ]
Locator card$, maildn cards . \ . (.\ ; .
. . \ ' ' ¢ o ) ‘} . Y . M ‘e |
CycleV T v : |
» . * s ' h l * - " " .
5 . ¢ ., o -
+ 10:00 a.m, or 7:00 p.m. . Trajning begins, 7 : . / ‘ <. .
v LI [ W . . .
CT ’ Yoluntegrmoderator assists in volunfer training . . .
. 4 L . - [Y . v ¢ . » ]
, , Cytlo begins again ~ , = : T V.. * .
) ) ' DooMknocking in neighborhood i * , ' o '
a L] , v
‘ Critique experienc . : » - : Ce
1. Complete !_ysie* 4+ . o ‘ ‘ ' : i DT
. Assign: o e ' . C . {
. . Extended crisis intervention triining ' RS . L.
o Expanded knowledge of alcoholism )
) ‘ X V4 v . » . . ; » "
"+ Materials neoded: ; Governor's letter . SRR / -
, : f ' : Locator cardy, mail-in cards SRR '
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L  SAMPLE
' / . To be ada'ptod to mncy'rqqulromems b
)THE COTTAGE PROGRK& AWARENESS SHEEY "L

.. f “ ’ | : ‘ " .. Z

The Cottage Progﬁm is a way for fmi& to solve drinking pmbhnﬁ.hmelmomes. In facy, it Is one of the fow pro- * "

gnams for the family of the drinker in
tire community through edudtion, prevention, and early intervention. The program works because it recoghizes

the oftvironment around the problem drinker, the problem itself can b affected. _

Chanﬁlng the environment -\round the drinker means changing ;;lltudos and behavior in the family and l;\e entire
munity. The first step is education because educatiofn-croates awareness, awareness creajoes chang'o. and change in

aldohol abuse Is a sociablliness. It always involves two or mere peoplg, never just thé drinker in Isolation. By aﬁcclln‘
]

United States today. At tho same time, the Com&o Program quqlves the en-

that

com- '
atth

tudes and bohavior leads to the prevention of alcohol abuse. Very simply, if we change our behavior, we change the
behavior of those around us. If the community changes its behavior by recognizing alcohol abuse as a social iliness, by

learning the facts, rather than the myths about afcohol abuse, and by removing the crippling social stigma it attac

hes to -

alcoholism, then behavior of others will change. Peogle with potential drinking probiems will, therefore, bo able to sopk

and receive knawiedge and help. It takes all of us to combat the sacial groblem of alcohol abuse.

- . .
The Cottage Program has been operating in the Sait Lake area since Febguary 1972 and plans to extend into othe
of the S)!le. We wolcome interest in our p

-

.
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4
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rogram and invite you to vlsil'or,u&ephone for mor¥ information.© |, .
) . ’
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‘L . ., SAMPLE -
! < To be adapted to agericy requirements
COTTAGE PROGRAM-DOOR APPROACH
' | - N
A Mij‘nfials . ,
. !.Govirr*r'slouor ‘ ‘
2. Locatof card X . R ' S
« B. Attitude . 4 ) ..
- ! Warm, friendiy, smlllngo. . L.
C. Introduction . s U

s Lol am ‘a volumoer from your neighborhood Cottage Center."

2 “Wo re talkigg to ovuyone in your nepborhood about our program doalln. with education and prevemlon

of alcohoY abuse.”
3. "Here Is a fetter from the Governor Intraducing our program."’

D. Allow time to tead the letter  * o ) .
E.  Whatare:your feelingsabout alcoholism?”™ ) T
. . \ ;
F.  Would you like some free information about 'our program and how It works? '
. o \
G.  Completo locator card—front and back. ¥~ - ‘ '
' R
» ( )

U
* ' N
. i L
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N ¢ \ .
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. " SAMPLE o ~ ,
" Tabe adapted to ;pncy requirements r ,

. > | ‘ - . ' SO -

. v . ) '. R . \ \ 'A

s T COTTAGE PROGRAM RECRUITING LETTER o

\ ,
-t \ . ’ i . ‘

Dear Residont:

-

- [ A4 i I . -
. - - : .
. . Our tomfmunity js faced with a very real and immodiate crisis. The lliness of alcoholism s having a far-reaching effect
' . on Al of us. bsu‘vce abuse has no respect to age, nationglity, or sex; it can touch all walks of life. »

One out of five Utahans is dlroclly involved in alcohol abuse and four out of five people of this State are indirectly af-

. o 4, fected by our Natlon’s major health problem..The effects of ths probiem are astronomical and, ultimately, we bear the
cuits. : o 4 \

Something &ZAN be doneabout the epidemic growth of alcohol abuse. As a responsible citizen-of thisxommunity, YOU
J can help. An extiting alcohol abuse prevention program has been devetoped which !ﬁt enabled thousands of peopls to
: © understand and significantly reducdhe problem of alcohol abuse. This is accomplished by workln’ with people in their
\ . ‘ . home{ and neighborhoods. The Cottage Mooting Program is locyudflin your ares, and | urge your sipport to help defeat ™~
o the tragic occurrence of gubstance abuse. - R » ‘

. ., | am asking that you join us in learning how we can ol in_to defeat this crippling pgoblem ‘:y giving a brief portion of
: your time to this much needed off(,l. : ) .

. . : :
R Y S o Sihcorely, . ® - IR

- oo : . Gpvernor of Utah -

o .
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, : o o .
¢ ' - # SAMPLE A T ) I
- \ To bo_adipted to ajech roqulnmefm : ' _ S .

DEL'VER‘Y”()F INF MA\T/ION PACKAGE—-PRE-COTTAGEMEETING 4‘ - " \

T X ¢ . ; , N _ Gt
'r l. Telcph(me (cxample) “"HeHo, Mrs. — o« this is from ybur loca! Cotlm ) ' o .\. )
. Lomcr We are going to be In your neighborhood pn (give dalc), and we would Iiko to drop off tﬁo lnformatfbn lhat . . . . -
. . you requcslod at this lid\oz . ‘ o " : ’ e .
N L. 'F . h d
2,\ Jch»kot .deliva (warm and friendly) :‘Hcllo, Mrs. » . _/ , 4 volunteer . ' ' . . . 4
. fro;vn y(;ui Cottage Coenter. Hcrc is the informatioh you have requested.” Conversation fhould then focd! ward per-h . ) ;
- . N
spnalm g the ah,uhqhsm problem tgethis mdividual by using the examplos below. (Use}he wwds “You fool") cee ) *
L Re)éon;e Examples ' - ' .
. //\ «. “You l‘e?l com.'e;ncd bécau?sc\alcoholism isa r.ea.l problpfﬁ»in our c'Omrnunii‘y." ) 4 . .
) ) ‘,):"' "fY.ou ﬁ-el upset bocause you haven't been able 1o help these people.” ) '
T ,
T o c “Yqu teel dislbrlb?d because you cannot help and y.ou ?voﬁld like to." . A o . " . ' . ' I’
3. Setting u (Zullw “.There Is a great deal you can do and, in doieg so, be .qf gre'al servlce to yaur cgms _ 5 ‘ _’;

+ ~

munity ” Set up Cottage Meeting 4( lhls time: “Fri)m the interest you have shown, | am sure you would like getting
logclhcr ypme of your relatives, friends, or hbors for an cduca(lon}

) Lollage Meellng elther In your home or at the ’

P
) »

C(')l).aﬁe Center here in your area,

: - g - » . o
IMPORTANT: Sef tentative date at this time, { ST . . \ . .

* . - ) S ‘ . L.
- “‘ . . . ~

s:' ’ t < »
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’ Voo ' - . SAMPLE . -,
. : ' To be adapted to-agency requirements
. L . . )
\\ o | N \\,"/V‘ ) ‘ ] » o ‘ - ’
- | w COTTAGE MEETING | e v )
N .. b ) . _ .
L ‘ -
Al , ,

The materials that you will need to take wi you are: Locator ,Cirds, Prequestionnaires, Myl’h and Fact Shoots, iliness
of Denlal Handouts, A Merry-6o-Round Na Denial pamphlet, and Guide for the Family of the Alcoholic pamphlet.
‘These materials can all be found on the supply shelves. . / . .

’,Always arrive at the home 5 minutes early, Inuodh@:e yourself to the hostess, and address each mou’bor of
’ the group individually. . .

P . T\ Begin the meoting ‘)y setting the climay in the group. Create‘an open, warm, and friendly atmosphere. Dmrlbut: the
"fj , locator cards and explain that they will recelvé a }.year, prepaid subscription to the Utah Alcohollsg\ Foun- .
) ‘ dation Newsletter. ) ‘ -~

o ) p Pass out the pro(quéilionnalro, explaining that its prlrmry purposa Isﬁdolermlm‘ the group's attitudes regarding alco-
A . hol abuse and to help ugimprove our proggam t_iy letting us know the dttitydes that we are most in need of changing to
¢ : . begin tdhalter the deteriorating Yamily cycle. e e T ' '

’ Distribute the myth and fact shoet. Briefly present the concept of the myriad myths which surround alcoho! abuse and
‘th. role of perpetuating the problem that these myths play "Explain that the myths on the sheet.are soms of the qost
common and most serious that serve to reinforce the pro&\e‘m. Parallel the information on this sheet to the

.prequmlbnmlrg. ‘ ; ’ ' - -

' ‘ Pass out the Iliness of denial handout and go through it thoroughly. Encourage mlnlma'discusslon, but maintain the foy, '
¢ o ' cus on denial. ‘ . } >
: ' . Distribute the two pamphiets ang ask them to read them before the next meéting. Assoclate the material you have pre-
¢ . - viously gone through to these pampbhlets, explaining that much of what you have been talking about is very well ex.

- plained and will be made more clear by reading them. ) . . . -

Set the next meeting and leave. Thank everyone for allowing you-to meet them. Be gracious and courteous always.

500
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b SAMPLE . *
' . | [ To be adapted to agency requlrements . _
R .
COTTAGE MEETING I - R
i = x

o [ . .
- \ ~ . )
{ U
e lur) . . _\ .

u
. I [

Thvmatorhls lh,f you will neod to take wlth you are: The Poslquesllonnalre and the Related Dependonclos handout.
Arrive. :tlhe h

e 5 minutes urly and greet the hostess. Addrdss each member of the group individually. Set the cli-
¢ of the experhnces group members may have had rogardlng the drlnklng member since the last -

moeting .

Distribute thfMandout and go gh it thoroughly. Relate much of the material to the Merry-Go-Rourid pamphlel

that was disyibuted dt the last meetlg, explaining that the roles in the circle are very well explalnod In lhe p

Refer-que s, where possible, to the pambhlets. encouraging rereading of them. N

Distriby d administer the Postquestiannaire. Explain that it is the samie questionnaire as the one given at the first
* meeting {ifd will be-used tG determine the degree of attitude change that has taken place within the group regaging

aleohof jie and abuse. ' . ' ’ . '

This is e end of the second meeting. Explaln that the Cottage Program consists of two  specific meetings, but they are

consl WM beforc lnmalins

"
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 individually or as a group, to participate in the urios again. Also, referral may | bo appropriate al this time, but .
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PAruntext provided by enic il
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]
. T | SAMPLE .
, ) To be adap‘led‘ to agency rcqulmmem‘s . .
i.,’/o . \ . ‘ ) . | . ’
- b \\f\ N o i ' .
STAFF REXCTIONS TO VOLUNTEER PROGRAM .
. . /, . - ' , .a%

This questionnaigy s nQt just to make more paperwork for you It's because we want your frank ideas on the Impw
ment of our volunmr pro;um .

1. Mow long have you had any sort of contact with the volunteer program?

1 -

L)

R ¢

2. How much_time during an avefage week are you in any sort of contact with volunteers?
A

- 1 ] N N N
: . J .
' . . \
- .
N | Amb
. ;

3. How do you ses your main role in relation to volunteers?{djrect supervisor; they work with ragords | also work
with; they help with routine around the office, otc.) Please specify. -
. » . .. . - - ! ’ y

R ' F e | ) *

. 14 : L4

" 4. Could the agency use more leunwers now?} Fe'v&er volunteers? About the same number?

-

[
5. -X‘Iow could volunteers do their present jobs better?

v

- . . 4
6.  What jobs, if any, could volunteers usofully perfprm that they don't now?

-~ . «

5
\

7. Could any jobs volunteers now perform probabl} be done better og- more efficiently using paid staff? |

”

' -
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P}

0y - o ". ‘ v . 4
A d . . i . .
8. Whit are some of the things you see as pwﬂc\\al;ﬂy helpful in the volunteer pmqam_?
¢ - , .
. . .. i - N
9. What are some of the things that could be improved? \ ) -
JEEEN “» ’ ' _ -
10. Any .othcr commonts you'd care to make would be most welcome. o
¢ ‘ . '3 ‘ - ®
[y ;
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' oY + " "SAMPLE ' S

v A
‘ | . To be bdapted to agency requirements

‘ . T v o ‘
v .
o R N4 T N

. . oo . v ~ ’

we are asking you' to take a few minutes of your time and help
: - S

. ’ -
encBurage positive growth and change,

! . Inan Attempt jo
. us evaluate our volunteer program, .
1. How do the volunteer program objectives it in with your perception of the agency's program gogis? ’
) ’ ’ . ’ . o by A )
Co- . \ - s Co. ' * X ,
- ' > . : - .
. N . =
. 12 ¥ Lo - ",
. . . ;s 2., To what extent haye these objown achieved?” . A . ‘
. / - ~ i q ° .
» R4 , ° co , o . R . 8
> N\ : ’ RN : S - . -
. . 12 P - . nﬂa L=
m‘r . . R ' ‘\ - ’ . ~ ., - N [ @ ‘_‘ .. -
° , R T S N . Y
o f * 3, Whatdo vou Ned a = ’ - - s ' v
. . . . 3 What'do you bed as the strangest &pects of the volunteer program?, . \
) . -~ ’ ‘ . \‘ " / > - ‘ : . .
“ N Sy ; : - -
. § PN o - ° . )
) L _ ) _ . I
W . o . L X M .
0 Al » -~

: oo - ) "IN
. . - . . ’ .. .
$. What do you see as the area most in need ot change iA the volunteer program? L

. ‘ P

PRN
<
N,

. d - “ . . - G
* ’ N - . . N ’ ‘ B . | R '
5. In what areas would you like to see the volunteers have ydditional training and back}(ou‘id? )
5 . 4 . . N M .

.
X,
R 3
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N 6. In general_wdfat are your reactions to'the volunteers pcfformanze and overall program?
e
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LR A How wpuldlyou describe the clients’ reactions to the voluntees program?
" ' . . ) . ‘

)
.

B
. . '
‘e . . L]
- -~ .
. . - . - .
. .
v . 1]
8. What additional comments would you care to make?
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’ R s SAMPLE
k . To be adaptd‘u\gd’ ncy_requlremeplu )
\ N AN .

.
oy

»

. VOLUNTEER REACTIONS TO VOLUNTEER PROGRAM'

-

[} ! ,
- : - e . ' '

LN

¢ ' .
We noed your help lﬁaln-—your ideas to help us improve our’volunteorprogram.

» - .
1. How long have you been in the volunteer program?
. '

N ’

2. Pleaso describe briefly your voluntber job(s). . .
A3

., ' N .

3. Where does your volunteer time go in an average month? ’ <

hours with client, or otherwise on the job
X hours cansulting with regular statf
—— hours in various volunteer meetings
: hours filling tut reports, paperwork (got part of job itself) .

4. What are the main reasons you joined up as a volunteer?

5. What arc some of the'main satisfactions ydu'm getting from your volumee‘r work npw
’ .
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hd » ¢ . ' { * ’ 4
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6. * What are some of the main ustrationg? o : . Y. BN
> ' \ . - . -
. ¢ . .
. ‘ -o;_'-- 4 . ] - ‘ \ , { v ’ ; , N ,..
) ‘ - . ' LN . ' N . ’
;T ,Whn)o you seo as sonie of the good things about the whole volunteer program’now? _ ’ . . .
\ , A . ! . ) . . - - . ..
N . . " .
. \ V B : . - : - « # ) ¢ \l
) 8; What do you see as some of the things that could be improved?, . T .. N .-
. . . . \ ¢
e s A ] - . BN - :
. * . . ) | ' . ‘ - > O t
v . . i - » . .
* 9. Pleas describg any suggestions you may have on useful new jobs voluntoers might fill in thid progrant. ,

. ' ' -

10. Any other comments you'd care to make would be most welcome. L . ’
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L To be adapted to agency requirements
8 ‘,1 _Q“-\ | “ .. ’ . . v , |
'VOLUNTEER EVALUATION FORM'® . | - '
! ) : . ’ ) ‘ Ew‘: “
“—-—_' ‘ . .. \‘ ) . ’. [ ] - M N ' ‘. ‘
Piease Sign and Returq ,’.: o ’ b ' .

1. WHat bwgﬂallﬂcatlons do you feel are necessary for a,volunteer in’your particulac.placement? *
Iy . N [\ - .

]
What kihds of things do you do best? . 1 )
P W
3. In which areas do you feel you need more skillland/ur knowledge? ) S

- . wf
{) : n >
. . 1
4. What changes in your attitudes or petformance have taken place as you gain experience as a volunte.
‘ . s , . -

A Y

%

5. What could the agency offer that would help you to learn to perform your job more effectively? {topics for work-

s\ops, discussion groups, individual learning). .
»
6. How many clients have you worked with duriang the past year? .
" o y
Approximately how much time was spent with cach client? ) g -
Approximately how fong was an average .mceting with last client?
. .

7. How would you qu'alify these relationships for the client? (_Succcssful, unsuccessful, in terms bf client needs

and program goals.) _ )

- V : » -
' ! -
. »
110 3 . ,
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. . »
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' . . \/ ) .‘ .
’ \
. e
‘ 1 T ey >
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8. How wd youb qualify these relationsh
.program goals) .
n « * .
<7

% - et -

. . Py . L
9. What would ydu suggest in the way of changes, additipns, or délquom in mis‘valualim\ proced

.
- -
\ =

»

Name \
- Placement™! ) R .
Date \ .
N Y
. <« ‘
-
R )
S, ‘
A
. y . '
’ 2
w
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.
1]
-

-

-y

RIC

PO A 1 et provided by R . .
. . . . L

L 4

‘

_’f

-

.

.

it

N

ure?
..

ips (successful, unsuccessful) tor yourself? (in terms of you'r individual and

»




. \ . . R . . . * ! , Y ‘ \‘
L] . .
‘ b . 3 ,
Y * -
A N ) ) .
v ' ) - . SAMP\LE ' . : -
e . To be‘adapted to agency requirements
- > P . "
! * vy . “ ., LT . : . ‘ .
* i M * A . k‘ ’ ‘//‘ ’ ' * .
’ . Rd Y ‘ N ' \ \M
- , \ 17 2 . )
. - VOLUNTEER SELF-EVALUATION FORM ! ' .
o, \ : - [l
P . , .
. ¢ v ' . .
- (34 .
. ' ‘ ' b
_ . *' * " i ’ . . . { [ . R O - "
B o . W o | PROGRAM ___ (e
b} ' * Confidential y ot . :
. ~ . " ¢ v T/ » L \ - (
, . - 1. Asa volunteer, did yoff enjoy your assignment? o Yes Genorally __ . No_____ :
- . - w -
‘ " v v . . . .
. . . o PN . B : &
n About how long did your dssignment last? . e e e e e e e e
. / . > . : S i .
' ’ .-+ DId the program demand a reasonable or un'rcawnaluc antount of your time? e
. ) o i :
- . . o ] \ i) v Moo .,-__;-..,__‘_.,,_‘,___‘k_ :
. : ' . o . - - ' ) : ’ .
. "4, About how much tige per woek did you spend? VR N
'Y '
_Did wou have good communication with: ) o,
' . . - / ‘ . ..
" , Staft * Yes ___. Generally _. - No *
\ ) ~ sUnit supervisyr Yes Generally No _
: ‘ ., Caordindtor Yes ___ Generally ___ No ___ - .
’ - ' \ ' Clients . .. Yés ___ Generally ___ No ____ .
' L . ;' [} * . e
: 6. 11 you nceded assistance, was it given promptly? . ¢
' © Yes ___ Generally No Anything specific? e

. v o ‘ : L
1 : .
t ' *

.. 7. «Do you think lhe'prbﬁam was too rigid? Yos __ Generally ___ No ___

. . []
) . too lodse?  Yes, Generally _~_ No __ .
‘”I N - - 1] N . ! - . - ’ ) .
N - Please explain: - . ~ T U
: . o : : - T e T e
) k3 \ . - * N J .. £
» N . “w . " .
’ .- Did you benefit from the monthly meetings? y
. T 1 i d + .
L} " ‘
y suggestions? — . O e
.
- , ' i
t T - e ey R LN — e
4 .
) N
. 1T . . ) r
. .
- . )
» .
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. ~a . ' . -
1)
b ] ‘.
LV .
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\ : . ' ‘ t .
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' ' 9._ ‘What \»moh;w.mnlmwvon?1 N s .
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Y MM!»MW? e T . “ ,'
PY N e . . ) .
. ‘e ' ’ . . .'! N ' . ' .' . .
%am S When? o R . . N

n. Do you have my.frlc;\ds you would.mcmmcnd‘u. volunteers? \ X .
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\ , : ; . o8 ;To be adapted ta agendy requirements ¢
T, Ve . : !
. . b a ' ¥ b »’/‘ 'y . : t ”
' . - % » J e )
o . e . ‘. ) » .
oy + CLIENT-REACTIONS |
. N Y A} - \ . '
~ » . M . A ' . - '— -
' N SR S S -
. Ve + ¥ L \}
. i o ' 5 . . : . ~ ) * .
. 4 : . -
et v . ) We wauld like yoy to give us your ideas qn how the volunt\nr program can be madd better for all 6f,us. Thanks a lot;
~ . we appreciate your help. ] : o o o
‘ . ‘ S~ s ‘ N A N Y
{ . 1. What are spme of the things volunteers do that you\lnd helpful? : )
L L. ) : ) » ) . . ‘ 4 | 5 "
s ,
2. What are some of the things volunteers d{ that you don't find helpful or would rather they didn't do?
. - . N ‘ ' ‘.
: 3." Are there anhy additional things you would like to see voluntoers doinﬁ C ,
' o - | R
. ° \ ’ \
., \ .
B ’ . . \ L]
. ) ? 4. Dv you feel there are any ways you coulzhelg volunteers in .their.work? \ “
: . Y L
* c i} \ - ‘", )
' . 5. Is there anything olse you'd like to say about the volunteer program? t \
- - \\ i .
L}
- 4 - W
L o .
. .
L] . ’ ’
) + ' ~ ’ ‘
. \d’“. ‘; PY X LY
' ' 114.. ’ '
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To be adapted to agency requirements o ’ ' . A '“' \
J . ’ M - . . . &4 ~
\ rd . o . . ’ N
) * ¢ , H ' ’ .
. . Y . ' ' . v . *
RT VOLUNTEER PROGRAM ' ‘ @ . '
. DN * * . - b B \
" 19 . :
+ADMINISTRATIVE CHECKLIST . { - , f
: ’ . . ’ .
! ) . - ’ . /w S \
o‘ ’ ) P . ! , . s,
* L * g .
Scorecard \ ‘ : . ,
. . s .“
Want to seo how you're: doln.? Below are some represontative quostlom to help you take the temperature . » , T .
. of your program. Of course, not all questions are equally relevant 4o all courts, and you mI;M oven wan{ - - . X
‘16 make up some of your own scoreboard questions. ' '
Place Mchwks on each line if you're sure It's trus for you . . . .. . . .. e e
Place one check on each tine if you're uncertaln or it's only partly true . . ... O, e 4L e\ -
Leave the line blank if it's not true for your program., ............... U P —
\ I. Spoht at Iusl 3 months plannlna our program, before it :(artod carefully consuiting all relevant : .
POOPIO o o e e e e ———
2. Ouring this time, wo'looked into at lesst three national publications on subject .. ... ...... — L 4 ! ! ’
. 3. We have written volunNor job descriptions, at least two paragraphsiong . .. .. ........... _‘.;._’ o
4. Deliberatoly go out after the kind of poople who can fill our volunteerjobs . . .. ......,. ... —
= 5. Atleast half of our Voluntoers are pefsonally md consistently involved working directly with ot .
probationers . . .. .. T P
6. Definité plans or effom to involve ndw types of people as volunteers: mlnorlty younger oldcr,
poor,etc. ............. e e e e e e e e e e e —_— _
7. Bofore accopting volunteers, we use and study a volunteer background registration form . . . .. —— , :
, 8. Eachvolunteer is. Injprviewed at least once before acceptance . . .. . ................ Ve e— :
9. Each voluntoer Is interviewed at least twice by differentpeople . . . .- .. ............... i .
107 At least half of the clients wé think cquid foenefit from volunteers have the‘r\ ............. T
- 11, Require at loast 5 hqurs' volunteer orientation before asignment . .. ............ AR ) '
12, Jodge and/qQr regular Waff are closely involved in volunteer orientation . . ... .. ER TSI
13, We have inge meetlngsmonmlyormoreofmn R T
14 * Filmg, tapes, sli nd/or role plays used for at least 25% of the total training time . . . .
18. &ch new voluntes s and keeps a written orientationmanual ' . ... ............. 3
16.  Systematic effort to orient staff to working with volunteers « . . . .................... -
17.  We have at legst two main alternative work roles forvolunteers . . .. .. ... .. ...go....... :
18.  Woe deliberately seek maximum compatlbillty of voluntecr and probationer by a!klnm‘
s assessing both volunteer and probationer .. ... ... ... . ... .. ... .. ... .
19.° in addition to intultion, we employ*spocmc compatlbuuy crlterh such as home location, S : - .-
interests, sex, age, otc,.. AR e e e e e e e e e — 1
20. Volunturs sign or oxpllcltly assent to a work contract of specific time commitment ove )
. maximum period ofatleast8months. .. ........... Bt — ' ' )
1. Durlna past year, we have been forced to terminate at least'one volunteer .. . ........~ Crn — v, Y
"22. Wehavea regular position of voluriteer coordinatorordirector . . .................... ——
*33.  He or she feels he has enough time to da the job adequately . . .. ................. e g : : !
» 24, Volunteer coordinator issuitably paid . . . ... . ... it i e e — "
’ . ’. - .
A Y
' " . 15 , : ‘ L
‘ . . ) : ‘ .
. y ‘ %
v :
. , R
" I
Vol ’
B : N
.. , . ‘
.‘ AN )




t \ - *
. AY

4 < - \ ' Our volunteer coordinator has attended at least 3 days of training institute conferencess also

J has read at least 150 pages in this specitic area, in the pastyear ..~ . ... ... .. \‘(( ...... ———
e 26. Our volunteer coordinator has his office near olhev staff and Is regularly Invited ;o tend qraff

i . meetings . " ... ... ... ... ... ... R Y S ——
‘ . ¢ « . 21. -Notmore than 40 volunteers for each direct supervisor of volunteers . ... ... .... . f..... —
. . L ! N 28. Each volun;een’m,&n 1.0 gard or Iap‘pln or other sultable identification ... . ... /.. .. .. R
29. Certification and/qr volunteer recognition mesting at leastonceayear ... . ............ PR
' 30. Regular or supervisory stgff are also recogajzed theirleadership ro}é’ln yolunteer programs . ...
31.  Volunteers have a desk or other designated place tdvoost atcourt . ... .. 0. ... ..., R

" . . . 32. thl?h for good, experienced volunteers to move up in responsibility and status as volun-
teers, o.g., head volunteer, volunteer advisory board . . .. .. ... ...... e e e
s - ) . \ ) 33. At least one of our exvolunteers is ngw on regular paid staff , . ... ... .. e N

. : } Of volunloen. who complete training, at least lwdlhlntm with us at the endd of a year (or
/- ’ thelr assigned RItCh) . . ... .o e e —
. . 35. Atleast a third of our now voluntoors are brought in by present volunteers .. ............ —

. . " 36. - Within 5 minutes, we can tell you (a) exactly how many volunteers we have, and also (b) for

‘ N any indlvidual volunteer, current address, job, and assigned probationer, ifany . ... .......
37. Volunteors ate required to report ag least once a month by phono or by report form, and we
em‘orc‘thhﬂ\A ..... e [ P .

38.  Atleasttwice a year we systematically

39. Ditto, both volunteers and probationgts, whatthey think . . . ....................... —
r " 40. Generally, voluntefrs are actively invdived (e.g., advlsory board) in Qeclslons rourdlnu their
OWN VOIUNTOOr PIOBram . . M7 . . e SN
s ‘ 41.  We have a regular statistic valuallve component supervised by a professional in the area . % . e
. 42. We prepare a rogular, carefully considered budget for the volunteer program cae e e e s —
* . <o 43, We keep good account books and formal rqcords on the program . . . ... . ........... ... S,
’ ‘#4.  Atleast onehglf of our volunteer program Junding is from local sources . .. ............. S
, 45. At least one-half funding Is incorporated ijcgul‘ar State ur local probation parole budget . ...
! 46. We have a newsletter for our volunteers, monthly orbimonthly . . . ... .. ... ........... ——
’ 47.  Main {or only) local newspaper has at least three favorabie articles or editorials on volunteer
. program,eachyear . ................... .. N e N
: 48. At least one of those is not deliberately requested by us . .. . .. .. ... ...... e ——
. Regular staff invited to talk on program at least 10 timesayear .. ......... e e
' - " 80. Both police and welfare agoncy have expressed approval of our volunteer prograrp . . . . . PR,
\ : .
SCORING YOURSLLE: JUST COUNT FHE CHECKS - 4: - ‘<
’ Total Valunteer Pf()gram Score R
Roughly: : ) .
‘ ’ _ Q:25, you have a lang way g0, as you probahly know
- . - 25-50, you still have a way to go

vSO-'IS, about average, maybe alittle ubove
75-100, good for you, but keep the excelsior spirit!

< /
Notes: Naturally, newer programs don't have as much chance for high scores; it takes several years 10 reach

anywhere near your full potential, so why not score yourself again in 6_monlhs or a year {0 assess
progress? )
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- Sample documents have been used w(th the permission of the following sources:

- . .
1 M(\'\W'\WW County Mental Hoallh A{souaﬂon lnc., 10920 Conmclk.ut Avenue, Kensinglon Md.- )()N\ I rom
| material devel 8pod for use In their volunteer service program..
[

2. Bashant, Susan K., Volunmr Program Devilopment Manua/ onver: “State of Colorado Judigial Department,
Voluntedr Servlcas Coordination :ﬁcl 1973. Appemdix B. ’ ' _ .

3. Montgomery County Mental Hea Assoclation, dnc., 10920 Connecucul Avenue Kensinglun Md. 20790t rom -
material developed for'use in their vohunteer service grogram, *

4. Bashant, Susan K., ap. ¢/t., pp. 5 and 6.
Anoka State Hospita, Anaka, Minn. Handbook developed for use In their voluntcer urvi ogram.. C

‘ 6. Montgomery County Mantal Health Association, Ing;, 10920 Connecticut Avenua Kemln ,Md.'20795. from
+ material developed for yse in their vuluntcer service program .

1. Ibid. S
8. /Ibid. - ; : : _
9, ‘Ibld - Z )
A 10, Nallonal Center for Voluntary Action. Helping the Volunteer et Norted: Ihe Role of the Voluntea vum/ ) {
Washington, D.C.: Nalional Center for Volunta Action, September 1972. Material adapted fro:nwmylc: 0.

11, Scheler, fvan H, and Judith Lake Berry. Serving Youth As Volunteers, Boulder, Colo.: National Intormation ’
~ Center on Vulumeerlsm Inc., 1972 . ‘

12. Conage Program literature uscd with permission of Bernie Boswell and Sangy Wright, 736 S. Fifth Street, Sali
Lake City, Utah 84115, » ) .

13.  Montgomery Cginty Mental Health Association, Inc., 10920 Connecticut Ave;\uq, K(:v\si)lgl()l\, Md. 20795.
14. Jbid. )

15, 1bid. . /
16. /bid. ! ‘

. ~
17.  /bid. : . '
1_8, Ibid. , -
19, Court Vblunteer Program, Nalmnal Inh)m\}non Lcnler of Volunleers in Courts, P.O. Box 2150, Boulder, € nln :
80302. o - ~
" . ) \ ~
) . 1y N
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o o oy | SAMPLE - IR J
- <0 - : - To be adapted to agency requirements :
. - W
o ~ STAFF SUPERVISION TRAINING DESIGN
R . \.‘ N ' : . . " ' S .
. ' . The fo owlngls an example of g training desigh For Mtaff s_upervlsl_on of volunteers, ,
. C Needs Asummen! i | ‘
/ . : Paid staff have boen of vital importance to the operallon of cliént services, but lﬁrouuh the yenrs, exporhnce.hns E \

shown that paid staff often lack the specialized training to deal with (a) resources and referrals, (b) in-office resources *
o (conference call, pfofessional backup, manuals, files, and so on), (c) identifiable techniquas in working with volun-
, N - togrs, {d) volunteers in crisis (intervention/confrontation), (e} leadership versus directorship, (f) providing constructive
- ' positive and negative foodback and (g) how to mandale'personal anger and pressure.

The above areas of need Involve skill and knowl%dge training interventions. Therefore, the following is designed to
¥ meet the abpve concerns with appropriate trainihg sossions.

Y . & )
B .

Tralnlng Obiectfves

» " By.the completion of tulnlng, parllclpanls will be able to:
. List personal styles in managing volunteers as to their effectiveness or lack thereof.
. State at least six reasons for persons volunteering for client service.
. |dentify motivational needs of volunteers. ) -
. Determine and intervene In the mishandling of a call by another phone aide.
. State the purpose for such ap intervention (personal and program). ,
List responsibilities while on duty as pald staff. .
. Effectively utillze techniques compatible with personal slylc in provndlnx (and acceplln;) feedback to X'
volunteers.
- h. State the times when personal expresslon of anger, tension, and/or pressure would be useful to ulf
R ' and volunteers. -
‘ / i. List ralionale for mcognlzlnx pq;\i staff feelings in 8caling with Volunteers.
I “ . N v

o ' Trainee Populatlon Chauctcristlcs - . ‘ | A

Male and female, predominantly whits, group of 12-20, all paid part-timé, previous training and various experiences,

o -e oo o

- , been inylved with program 6 months ta 4 years, resistant to training, dffferenl rates of learning, learn best by experiy
) - ence, hajtile to power, know &ach other, sensitive and fairly open. e
) - h “~
e ‘ Materlals and Methodology ' :
A . : ) I . _ w
. §

Newsprint (3 'bads), felt pens, films, videotapes, audiotapes, projectors, monitors, tape decks, trainers, printed
manuals, consultants, scregns, facility, transportation to outside resources, minilecture, small group dlscusslon’.‘ :
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- SAMPLE . | o .
! To be adapted to agency requirements .
Y - ~ ' : ® *
» % - . ‘<, .
TRAINING DESIGN CONTENT AGENDA ! ) g
A . ) l ‘ (N3 / i ;' ' a -
v ° ’ : e .
- . - ‘ ‘ ‘\ "~ . \r L)
. ’ . 2 : . . - . -
Smajl group discussion: } . . ' . . fo , .
Definition of paid staff , ‘ : A ’
Definition of volunteer - » e . _ - .
Staff attitudes toward volunteer  + o ] . : ‘
- Volunteer attitudes toward staff . : . . o
MinHecture—Charactaristics of voluriteers v _ / . ‘ - o
* - Small group: : . ’ . . » X < .. .
' Initerventions, personal style o . ' : o (
\ Confrontation and coupseling Vs 4 . 3 ’
Techniques for dealing with office problems - ~ JER Oy o
. \‘ . \‘;_‘\ %- .
Session |l L . . b
. . . \\ \ . . . . .
Utilization of services'analysis \ }
Site visits f° ‘ ) ~ .. P S
_Slte visit teams’ reports on service \\l : : < , ’ . .
N b L : ) » l \ : "J
Session 111 . : : - .
A . . u:‘ . ' § ) .
Minilecture-Detachment with care message oo ' . .- :
Resources and referrals in the metropolitan arei \ i . :
. Staff frustrations-sharing exercise U .
- Session IV ‘ / \ , . . 4
. . "" i . . . ! \
‘ | L 2 i
» Eva‘tion ‘ l . . \ 4
! . . §
i N . \ , -
- l ) K ' ";
A { 3
L ! v . .
’ “: ‘\ ’ (/ * N
. . / - | '\ * ' (
. . \1 .‘ \".\‘ . - .
B Pt BOVERNMINT i;\lﬂwllm‘- OTTTCEr 1078-281-76871721 R T .
£ Ny ~ »
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