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The purpose of utilizing the services of school volunteers
is to make it possible for the certificated personnel to

use ‘their skills and training more effectively. The school
volunteer cannot replace the classroom teacher, but the
varied services performed by the volunteer under the direc-
tion and supervision of a certificated person can greatly
enrich the learning experiences available to students. When
the need@ for additional assistance exists, the effective use
of volunteer. help can address this need in a highly satis-
factory way. ) - o\

Clarifying the role of the volunteer is an essential pre-

. requisite to seeking volunteer assistance. The line that
separates the certificated person from the school volunteer
can best be drawn by considering the following precepts:

Diaanosing .of student needs is a professional task.
Prescribing instruction programs is a professional

task.

Seleckting appropriate materials is a professional
task. o ' ' 7 h
Presonting or tcaching content is a profectional
task.

Counseling with students is a professional task.
Evaluating student progress and achievement is a
professional task. .
Injtiating, determining the why, the how, the where
and the when of curriculum are professional tasks.

The teacher, therefore, is the decision-maker for the
implementation of the educaticnal programs: school vol-
unteers only do those things they are directed to do.

The service offered must depend on the volunteer's skills,
abilities, training, interest and time.  The more capable
and willing the volunteer, the more involved and varied
the services can be. However, the tasks generally
assigned to volunteers fall into the following categories:

Thstructional Services which provide valuable
reenforcement or practice learning time for
individual students. )

Clasgroom Bssgistance which.provides general
supportive services performed while assisting

the teacher with classroom chores, preparing /
materials and/or reports, or supervising or plan-’
ning special programs or presentations. i

[
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Special Services which provide additional programs or
services such as maintaining a library or health room
that supplement or enrich classroom experiences.
Monitoring Services which free valuable teaching time -
or increase the amount of supervision by employing
volunteer personnel.

Therefore, since the certificated personnel and the school

- volunteer occupy different positions which can be described

in behavioral terms, confusion over "role definition" and
the limitations affecting the school volunteer should not be

‘a problem. Utilizing volunteer assistance has great’

potential for positively influencing the quality of educa-
tion schools offer’ students. To effectively use the services
of volunteers, however, does require some attention be given
to the system or plan employed to manage a corps of working
volunteers. The type of management system selected to
accomplish this task depends upon a number of factors
including educational needs appropriate for volunteer
involvenent, the size of the school system, the staff
available to work with volunteers, the number of volunteers
needed to accomplish specific goals, and the number of
volunteers available. : ) e .

The purpose of this manual is to present generalizable
guidelines for planning, monitoring and controlling the

'development and operation of volunteer assistance programs.

The materials included address qu€stions related to both
the process for establishing a volunteer program and the
administration of a volunteer manabement system,

It is not the intent of this manual to provide a blueprint
for establishing a volunteer program specific to each
school system desgiring one but instead tv offer a compre-
hengive compilation of methods and materials which can be ’
adapted to the particular administrative situation and the
volunteer needs of individual school systems.

-
-

A management system cannot be defined: it

can only be discussed in terms of the
processes and materials of its subsystems. .
This manual addresses the subsystems and

their operations in generalizable and
adaptable models. Management system processes
and materials utilized must, thercfore, be
applied to specific situations.

¢
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I. VOLUNTEER SERVICES SYSTEM

L]
Ad

Over the years a theme common to many school volunteer
programs has been the rapid growth in numbers of volunteers.

The job of coordinating volunteers by a single individual

became impossible. More-staff -~ both volunteer and paid -

to manage the various operations became necessary. Although
this reduced the problems momentarily, something else besides
more labor became necessary.

This "something else" is the understanding and use of
processes and procedures. In essence, each school volun-
teer program makes its own decision as to what volunteer
programs will exist, related to student needs. How these
programs are developed, who is responsible for the develcp-
ment, how the programs are implemented, when and how they
are implemented depend on processes and procedures employed.

»

The understanding of both the content (what) and the
processes (who, when, why, how) necessary for handling
large numbers of volunteers is the basis for a volunteer
services system.

>

A major operational system such as a volunteer services
system is made up of subsystems and is comprlsed of many
groups, all of which operate within the organization under -
certain guidelines. This section addresses itself to a
general volunteer services system, its components and its
organization guidelines.




A)

DHUDERSTANDING THE SYSTEHM -

" Ideally, a volunteer services system is made up of three

subgystems: .
the Central Office Volunteer Programs Operations
the Central Office Volunteer Personnel Operations
the Building Level Operation

The Central Office Volunteer Programs are developed ac-
cording to assessed nceds of students and are applicable
4o all schools in the school system. The Central Office
Volunteex Personnel Operations houses the records and
statistics, conducts the personal interviews and places
volunteers. fThe Building Level Operations conducts the
initial entry of the voluntecr services system into a
school wishing to use volunteers, the development of pro-
graws respective Lo individual school needs, the recruitment
of volunteers at the local level, the training of staff in
the use of volunteers. Although the jobs are specific for
each, these three subsystems touch at many points of
operation and are totally dependent upon one another.

To coordinate these subsystems a larger framework of
planhing, monitoring and controlling the entire system
is necessary. This is graphically portrayed below:

.

) Planning = J
‘ Needs
Assessment on-Going:
Monitoring
Final /
Appraisal‘-,

.The administration of such a £luid system’ is reéresented

here as a circle to indicate the never-ending process of
both long and short-range, general and specific planning,
the on-going, continuous process of monitoring every
operation within the system, the end-of-the~year appraisal
of-what has occurrcd, the assessment of what new ox
modified nceds exist as based on the monitoring and

appraisal data and =o on around the circle.

Developing the built-in feedback systems within the entire
volunteer scrvices system thusg becomes mandatory for
continual renewal and reorganization. Decisions are based
on observed and recorded data. Modifications of volunteer
program content or system processes are done logically.

Y




B)

s

1 Y x

o J
COMPORENTS OF THE SYSTEM .

An ideal system for mnnaging the services of large numbers
of voluntecrs included five individual component parts.
Depending upon the size of the school system, the number

of volunteers and the degree of financial support available
to the voluntcer services system, these components can be

_ appropriated, coibined to meet local standards.

School System

Obvipusly, there must be a school system in which to
operate. ‘The svstem, however, may be metropolitan,
urban, suburban or a single schpol. This manual

was developed within the framework of a large, urban
school system. It should be, however, generalizable
enough to be adaptable to other systems ag well.

Centrnl Office of Volunteer Services
In any school system, there should be a coordinator of
volunteer act1V?tlcs who has the responsibility for
decision-making activitdes and for statistical reports,
Without this hiervarchial coordination there is no vol-
unteer system. Specifically, a coordinator's. responsi-
bilities include: >
~The coordination of the entire volunteer system -
whthin the total school system. - o
~The development, organization, operatmon, ‘direction
and evaluation of programs and services -involving
voluntary citizen participation. :
-The reporting of factual information and approprlate
specific recommendations to the school system and
to the advisory council for their deliberations.

Yolunteasn Smtyihg Advisory Couneil .
The coordinator of all voluntecer activities should have
a group of individualderepresenting both the school and
the communlty, (the yWlunteers and the users of volunteers,
organ;zatlons and businesses) to give advice and to provide
a meeting ground for the representatives to recommend
program modifications. This is also the ideal body to
provide assistance in resource recruitment and in program
“developuent. - To help service the needs of the eentral ’
volunteer programs, the Advisory Council should be
encouraged to create appropriate working committees: to
assist in the areas such as public awareness, personnel,
orientaticn, recognition, policies and procedurss. etc.,

<

Central Voluntanr Programg R

These volunteer programs address the top priority needs
of students throughout the school system that can be met
by the use of volunteer sexvices.™ These programs are
available to all sehools in the system upon request,
They are administered by volunteers under the directlon
of the coordinator.

Schnol Valunteer Programs

If the professional staff in a school decides to utilize

the services of volunteers and to follow the guidelines

and procedures prareribed, then their schiool becomes part

of the school volunteer program. This decision entitles

the school to thu services of the eentral volunteer programs
and to the nccessary consultation and assistance in
devaloping programs and procedures unique to the needs

of that school. ¢ e 11
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c)

-ORCANIZATION OF THE VOLUNTEER SERVICES SYSTEM .

Each school system and its structure varies as does a vol~
unteer program, its structurée and placement within the
school system. Below is a representative organization chart
depictipg the placement of Volunteer Services under the :
Human Relations/Community Services arm of the‘Division of

Administration. This chart further delinegtes the components

of the system described in the previous sedtlon by identi-
fying specific titles and job placement. %

»‘ 3 s
‘ i
o b
. 5 el .

> “\ i
2 g
a .
ONGANIZATION OF A
VOLUNTEZR SERVICES SYSTEM
t HITHIN A SCHOOL SYSTEM s .
- L [orrice or mHE SUPERENTENDENT | i
i -
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[ AoHINISTRATIVE SERVICES | j
“ s 1 *COORDINATOR é a ADVISORY
: st N VOLUNTEER SERVICES GROUP
PRINCIPAL | - I
. [ ‘ = = N
[exrrr coonn. | [rvor, Brrc. coomo. | . I
) VoL, SERVICES VoD, SUAVICES FUOL. SERVICLS
- ASSISTANT ASSTETANT AESTSTANT
[scucon, & AT | .
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Aaas A° q " RESOURCE or .
voﬁ?ﬁﬁw 1 - ’ COOMDINATORS.] | coonpimazon VoL, PROGHAMS
*’
4 .
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The chart describes the ideal relationship of the Advisory
Group to the Coordinator of Volunteer Services, of the
three major areas of operation within the system: Céntral
Office Volunteer Programs, Central Office Personnel Manage-
ment, Building Level Operations, and of the connection
between the Central Office ‘Pperations and the Building
Level Operation via the Area Coordinators.

‘Just as the organization chart is a model to be adapted to
‘.local specifications, the job responsibilities are also
models for adaptation.

Obviously, for each box represented oh an organization
chart, a job description should ke written that. includes
the type of work, the lines of résponsibility, ®he duties
of the job and the desirable qualifications for all paid.
and volunteer positions. Examples of job descriptions ‘that
follow the previous organization chart can be found-in the
append;x,‘including a generalizable job description for a -
school volunteer. “ ’

In the next section under "Scope okaolunteér Services",
a listing of the type of volunteer activities is categorized

under four main headings. . Having specific job descriptions -

for each type of volunteer service would answer a number

of concerns. ‘ ' X . :
Within the job description of a single velunteer service,
there are a number. of varied tasks a volunteer can perform.
Having a detailed listing of those tasks within a service
provides the volunteer the opportunity to chose all or only
" some, of the tasks the volunteer is willing to do. ,
This breakdgwn“in volunteer job descriptions affords those -
monitoring volunteer services, including the volunteer
himself, the opportunity to view if the volunteér-is doing
the job as described or if the volunteer is being given

the opportunity.to perform the job as written. It provides
-both the volunteér and the professional in charge a common
base for understanding what the volunteer is to do.

- 13 -
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D) ‘ GUIDELINES FOR THE SYSTEM

“

..

Also neéLssary for an 1dea1 volunteer serv1ces system are
guidelines under which all subsystems, components of these

- sybsystems and staff involved may operate. The policies,
purpose, goals, objectives, criteria and scope of work that
follow are generalizable examples of ideal guidelines, some
of which must be adapted to the specific¢ school system.

- All of the statements below are contingent upon the local -
,Qoard of Education Resolutions concerning volunteer operations.
Policies

~Volunteer services must operate within the policy and

- congtraints of the school system it serves.

~Uolunteer services must be responsive to the needs of
" students as identified by the profe351ona1 school staff.
-Volunteer services are supplemental to and complementary
of the duties of the professional school staff.

-Volunteer status is offered to those persons meeting the

followlng‘requlrements.

-a completed application

~a hegative prognosis TB test

~a 'personal +interview :
-pre-service orientation and tra1n1ng attendance
-local school requirements

~Volunteer services and the acceptance, direction and
termination thereof depend on the decisions of the school
administrator.

P

s —Volunteer services are available to: those individual .

schools which need and desire them and which wish to work
cooperatlvely with the volunteer services system.

Purgose h\
To ‘provide volunteer services that contribute positively

to the total learning experiences of chlldren as requested
by the professional school staff. i

~

i

tGoals

Educgtlon of Students o , .
~To increase children's motivation for”, learnlng -

‘through. the personal attention of volunteers.t
~To supplement and enrich children's eXperiences
‘beyond what is normally available in gchools |
through the talents and resources contrlbuted.
by volunteers. \ k. CE

14
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-To enable teachers to devote more time to individual
and professional instruction.

~To reinforce skills taught in the classroom.

School~Community Relations -

-To strengthen school-community relations through - -
positive participation for the common purpose of ‘
educating children. .

-To build a better understanding of school needs and -
problems among citizens, thus stimulating widespread
involvement in and support of the total educational
process.

~To provide an opportunlty for parents and other
interested communlty members to part1c1pate
effect1Ve1y in a school program.

Organlzatlon of Volunteer Services
~To provide positive leadership affecting future
trends and roles of volunteers in education.
~-To develop a system in which volunteers are recruited,
trained and placed at the request of the professional

- ‘ staff.
Objectlves .
It is not within the scope or intent of this manual to

delineate specific objectives for volunteer services
operating in a school system. However, precise identifica-
tion of measurable objectives is essential to facilitate an
evaluation process geared to a comparison of data and
objectlves.

§ —

Crlterla . . '
Once precise and measurable objecglves are delineated,
criteria should be established in order to determine
whether or not the objectives are being met. Criteria
can be expressed in both negative and positive terms and
should be prioritized.

# @

Scope of Volunteer Services

Instructional
~-Helping to orient new students to the schoo
: , -Assisting with one-to-one help for 1nd1V1dua1 students.
. ~Share experience or expertise inh a subject with
’ | students (community resources):.

15
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~Helping to provide meaningful educational
experiences outside the school (field trips).
~-Assisting with programs relating to cultural
patterns and intercultural relations.
~Assigting in co-curricular programs and club
activities, -

~-Assisting in school programs in mus10, art,
dance or dramatics,

‘-Assisting inh assembly programs. ‘
~Reading stories to class or group of children.

(4

Classroom Assistance ,

Assisting with classroom chores o '

~maintaining general appearance of the room
(housekeeping) . _ _

~distributing books and supplies. |

~gupervising seat work.

-putting work on the board.

-¢ollecting lunch and milk money..

~helping with inventories of books and supplies.

~assisting with decorating the room, bulletin’
boards and hall cases,

-obtaining designated materials for claSs unlts.

Prgpqging_materialg_;ggggg;gg_by_ggggg -
-setting up classroom materials (science ' -
table, etc.). ‘ §

~-making posters. ‘

~compiling a picture file for classroom use,
~arranging interesting study areas such as
reading area, sc1e§ce corner, etc.
~arranging 1nstruct10na1 materials for 1essons.

Providing clerical assistance
-alphabetizing, filing, typing and duplicating -
materials, -
« -grading of objective type tests. g
-averaging and recording marks,
~requisitioning supplies,
-keeping attendance records.
~writing for free materials.
~keeping records of books students have read.
- ~-preparing seating plans,
~maintaininhg a file of representatlve work
of each pup11




. Assigting with classroom enrichment or special
events
-§ss1st1ng with homeroom programs and actiyjties.
~assisting with open house or other special
event programs,
‘ - ~helping with arts, crafts, music, phys1ca1
A education or dancing, )
-is51st1ng with presentations involving audlo—
, visual equipment.
T . ' -assisting with organizing or collecting
audio-visual material. .
~ass1st1ng with supervision of bus boarding, :
field trlps, neighborhood walks, etc.

Special Services
-Helplng to provide counseling to individual students

in non-crisis oriented areas, such as career guid-
ance, educational motivation, or personal awareness.
" ~-assisting “the school nurse in providing the school

with a supervised office, in maintaining student -
health record files, in offerlng first aid, vision
.tests, etc, *
-Assisting with library operatlon durlng the school

day, during the 1unch hour or before or after schooli—

Mon;tor;ng Act1v1t1es
~Aggisting with playground activities.. : 3

_~Asgsisting with lunchroom activities.
~Assisting with special projects (art aprons,

~Agsisting with bus boarding, field trips,
neighborhood walks, etc. .

17
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drop cloths, mixing paints, ete.). , _V
~Asgisting with coats, overshoes, etc. ’~\\K\“5
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E) COORDINATING THE SYSTEM ' e

-Within any system, there is a hierarchy of respbnsxbllltles
or functions. The administrative function ineludes making -
decisions for the whole system based on sound informational
feedback, making assignments and delegating’responsibility.
The managerial function includes receiving the responsibilities
assigned by the administrators and: coordinating the accom-
g plishment of the assignments, The third/function is the
actual job of COmpletin?ﬁghdfasslgnmeqy/o: task.
A / :
| ~ Again, depending upon the individual school system and
: volunteer office staff involved, the assignment of these
functions vary tremendously. In one gchool systém, the .
volunteer coordinator may decide what ig to be done, manage
_ _the various jobs and play an active role in actually doing
the designated tasks. In another, the coordinator may
administer and be a manager in one field of activity but
assign management Yesponsibility in a different area. For
example, referring to the Organization Chart, the coordinator
. . is the administrator and also the manager of the Central ,
‘ Office Volunteer Personnel, vet has two assistants that
manage the Building Level 'perations and Central-Office
Volunteer Program activities. The possgible administrative
- - combinations are many and varied, yet the fact remains that
- . there are three constant’ functlons. admlnlsterlng, managing
and doing.

o P
b

For this reason, the next sections of the manual are
divided into three sections:
1) Administration of the Volunteer services system,
2) Management of the three subsystems, and
3) Operations necessary for maintaining the whole
system. ’

By organizing the manual in this manner, the intent is to
provide the reader.with the knowledge of basic levels of
decision-making and the processes and procedures for
accomplishing, the responstbilities at various levels.

. 18
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II. ADMINISTRATION OF THE VOLUNTEER SERVICES SYSTEM

Making. a decisioh or solving a problem is no simple matter,
whatever the level of responsibility. Decisions determine
a course of action, a plan. This section in ite entirety
deals with the process necessary for providing the adminis-
trator of a volunteer gervices system with the necessary
information to make decisiong for that system. The process
is graphically outlined below:

ADMINISTRATION , .

N ST

T B ' . r '
1 _\| MONITORING | >|APPRAISAL |
_ I Lol R

Please note that this section will deal primarily with
establishing a single volunteer program. This was done /
‘simply for ease of understanding. However,: the same o
- decisioh~making process can be applied for decisionhs con- s
cerning the direction of the entire volunteer services

system, or for decisions concerning only one small facet

of the systém, such as developing a single orientation

program or developing one specific recruitment technique.

The focus, then, is not necessarily on how to develop a
volunteer program but rather on the total process necessary

to assure an adequate and useful feedback mechanism for

‘needed change and redirection. g

\ . .
On the following page is found a detailed chart of the
four phases involved in administration of volunteer pro-

gram development. The narrative following refers
specifically to the four phases graphically described.
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The admihistration of program development processes within
a volunteer services gystem congists of two separate, but
inter-related evaluative phases:
~The continuous, monitoring of volunteer programs as
they progress throughout the process stages, and
~-The final, retrospective appraisal of program activities
for the school year.

These two evaluative phases combined serve three important
needs: "
~The need to revise and modify the programs during the
planning and assimilation stages,
~The need to determine program effectiveness at the eng
of the assimilation stage, and at that point,
~The need to provide base-line data for a needs assessment
_ in order to make decisions concernlng_the,na_urghgnd
scope of any new volunteer programs.

The premise upon which the administration ‘design presented
here rests is that educational innovations are costly - in
time and money. Most innovative programs can afford the
luxury of a pilot period only once. It would, therefore,

be unsound to wait until the enhd of the pilot period to hote
glaring deficiencies which, through continuous revisions,
could have been corrected:s Hence, the continuous monitoring
phase. ,

In many ways, monitoring of on-going activities and processes
ig distressingly elusive. It seems as challenging an activity
as trying to capture on film the "perfeect" action shot of a
bird in flight or a running child. A mere fraction of a
seconds delay in gnapping the picture and the picture recorded
is worthless. s

In the same way, capturing and recording the concerns,
questions, new 1ldeas, feelings and opiniong of those

working with volunteers or as volunteers, must occur im-
mediately or the thpught may be lost. The purpose of the
Buildihg Level Monitoring Phase addresses the methods and
procedures for capturing pertinent data at the local level

as the volunteer program progresses. This information can

be related to the larger volunteer eerv1¢es gystem,

It would likewise be irresponsible to allow the assimilation
stage.to terminate without the benefit of a comprehensive

' R3
13-

T S T S I SR




}

appraisal. Constructive hind-sight provides powerful data
for improving educational programs. Hence, a thorough,
final appraisal should occur.

Together, both phases - continuous monitoring and final
appraisal - should provide ample data for developing sound,
viable programs. A single volunteer program which has
undergone revisions, modifications, expansion, even radical
surgery in its pilot year, can provide basic data for
expanding or modifying exlstlng programs or plahning new
volunteer services.

‘This does not imply that a pilot program is transformed,
intact, into the new full-scale program. It does suggest,
however, that careful scrutiny of the pilot program should
indicate the nature, content, scope and direction of the
full-scale program which emerges. The monitoring and
appraisal phases will indicate changes, omissions, expan-
sions, pitfalls, unique outcomes, etc. It therefore should
not be necessary to conduct a new full-scale needs assessment
study prior to development of a new program. Most "needs"
‘ should be indicated during the monitoring and appra;sing of
the pilot program. -

The major purpose for coordinating volunhteer program
development with system processes is to obtain the infor-
mation ultimately needed to develop a hew full-scale
volunteer program that meets assessed needs.

The coordination of program development consists of two
parts, each serving certain specific objectives:

Continuous Monitoyrinag Phase Objectives

~To gather and. review pertinent daga on a

continuous or periodic basis in order to ’
.make judgmental decisions regardlng the

program.

- ~To provide a basis for making changes in the

" pilot program as indicated by the data.

- =To prdvide basis for adding or deleting com-

ponents of the pilot program as 1ndicated by ‘

the data. & I
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-To note components which cannot be changed
‘after the pilot has begun but which should
be considered before development of the full-
scale program,

~To note unanticipated outcomes, both posmtmve
and negative. ‘

~To have ,available base-line data prior to the
conclusion of the pilot to be used during the
final Appraisal Phase.

Final Appraisal Phase Objectives
-To describe and review all changes, additions, '-L&M
deletions, -and negative and positive compdnents

of the pilot program.
~To assess the degree of agreement between the
pilot program outcomes and the original pr ram s
goals, ‘ '
~-To have available data needed to determine the
future directionh of the full-scale program.

- Combined, these two sets of objectives pull together '
" all those activities involved in field-testing a
pilot program, a’program which was develoned to meet
agsessed needs and stated program goals. * In turn,
the pilot and full-scale program serve as a prototype
in the development of new volunteer programs imple-
monted on a larger scale. 1In essehce, the planning, /
vplloting and development of a single volunteer program !
* serve as a prototype for the actual coordination of oo
the entire Volunteer Services System, ;
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PLANNING

Eatahlish Goils "
The first step in administering is to state the goals of

the program itself, i.e. what are the positive philosophical
intents of a large scale volunteer services system? -

<

Describe Proqgran .
Next, the pilot program should be déscribed fully prior

to its implementation. Its operations on both ‘building
and central office levels should be precisely defined,
including the activities, services, target population,
personnel, and materials. Objectives served at each level
should be stated in observable and measurable terms; i.e,,
congideration of the "what, when, who, where and how" of
the goals. The process of describing the program involves
determining the equipment, Budget and manpower neceded,
planning the training of workers, planning check-points .
for evaluation of progress and making provisions for
hecessary changes. This step goes beyond generating the

-good idea., The' written description of the proposed program

should be complete, should indicate definite fyture
directions and must be consistent with the overall policies .
and goals of the volunteer services system.

/‘K‘ )
Egtablish Judgmental Criteria . .
Once the goals of the developmental volunteer program are
defined, it is important and essential to determine the
kinds. of evidence which will indicate progress toward
those geals. This is onc of the most crueial steps in
implementing monitoring activitics; it is also one of the
moat difficult, Goals ave Sften elusive and awstracty;
however worthy. Similarly, the eriteria for judging the
attainment of a particular goal or for gauging progress -

“toward that goal may be difficult to identify. A piece

of evidence may not become obvious until long after the oy
goal has becn achieved: or the cvidence may:be so incon= '
spicuous at first glance that its importance goes o
unpexceived,

Also, there may be several criteria which allow judgments
concerning a single goal. Rarely do all these criteria
share cqual weight. Prioritics must be assigned to theh
either on the basis of their logical importance or on the
bagis of more practical concerns such as faecility in
obtaining the cvidence., It is equally important to consider
that the corresnondence heotween goals and criteria is not
of necessity mutually exclusive, i.e., the same criteria
may apply to different sets of goals,

One of the goals of the volunteer placement process concerns
the oroper placement of voluntecrs. There are several
devices for judying whether or not the volunteer is, in
fact, performing those tasks for which (ug)he is best suited
and from which (g)he finds the greatest sacisfaction. Onae
kind of evidence is the positive progress on the part of
the child: another is a favorable aonraisal of the volunteer
made by the partjgipating tcacher. Both of these criteria),
however, can also gerve onc of the goals of the volunteer
training orocess: to provide voluntcers with the skills training
nee¢ced to perform thoir assignments cffectively. :

"o -
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Perhaps the .simplest technique for establishing criteria .
which relate-to program goals is one which lists the ‘goals
and enumerates all possible types of acceptable ev}dence

that these goals are being met. The inclusion of all
criteria will, of course, be impossible. Those criteria

‘ which serve more than one goal ought, perhaps, to be given

priority. Those of obvious importance should also be
strongly considered. It is always tempting to give priority
to those criteria which are relatively easy to measure.

This facilitates the task of establishing criteria but does
not necessarily best serve the purposes of program evalua-
tion. No criterion should be oyerlooked or discarded,
regardless of the difficulty involved in finding evidence

for it. It is quite possible that the simple act of -stating
the criterion, even if impossible to ascertain, can determine
and influence program directicn in a positive manner.

Monitor Program (See "B" for more detail) .
The fourth sEpp,,is to examine the pilot program and to
compare it with the judgmental criteria. If the comparison

. 'is negative, a change is required. If it is positive, then

the pilot program can continue, subject to the next periodic
review at which time the same feedback process resumes. :

-

“Evaluate Program (Sec "C" for more detail)

k3

o \;ﬁlptkprqgram outcome§ and program goals (as stated at

Fifth, at the designated conclusion of the pilot program, -
all the information obtained throughout the monitoring
gtage becomes essential for the final evaluation of the
pilot program. Once again, the program goals are stated,

- this time noting any changes. A description of the

pilot program is given indicating the various trans-

formations to which it was subjected. All outcomes or .
events, both expected and unexpected should be neoted..

A review, or retrospective appraisal should be conducted

to gather data which were unavailable until completion .

of the pilot phase.

Determine New Program Direction (see "D" for more detail)
Finally, all the accumulated data from both phases should
provide a basis for determining new needs and future .

direction when developing the full-scale program<”

Recommendationsfcan be based on the agreement between:

the ¢onclusion of the pilot stage).

" afl'iz’?
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. @ ) ov-corNe MONITORING ACTIVITIES © ,

- The essehtiai'tool of the monitoring process is.record-keeping.

-+ their processing mechanism, or re-evaluate the criterion.

LR

The types of activities involved in the monitoring phase
of the program, are guided by the previously stated goals
and criteria for judging, as well as the purposes to be ,
-"served by the ltoring. itself. This phase is uhdexrtaken
~ to assist in the program development, to provide feedback
information throughout, the year so that changes, modifica-
tions, additions, or deletions can be made. It ig a - .
dynamic process to assist a dynamic, 1i.e., changing, program.
‘An analogy may be drawn to the task of filming events
ecurring in a moving train from anothef moving vehicle.
_ There is the dual problem of capturing on film everything R
that goe¥ on in the-train while at the same time keeping ‘
pace with the train itself. R

. The recording of events as precisely as possible is the -
means whereby events are described and evidence of what '

" actually transpired is gathered and eventually utilized

'in decision-making. ’ : ‘ |

One of the goals, for example, of the Volunteer Services
System is the efficient procegsing of requests for volunteer’
services. The obvious criterion for determining the
effectiveness of this aspect of the program would seem to

be the specification of a limited time period, a week or

‘a month perhaps, between the request and fulfillment of the
request. If requests are not satisfied within what is a
reasonable period, the program developers may want to review

In any case, the question involves how the managers will
know how much time is actually devoted to the processing
of requests if accurate records are not kept.

At the least, two dates must be recorded - when the request
. was made and when the request was gatisfied. Ideally,
othdr information is also desirable: the date when a-
search for a given volunteer was initiated, the date(s) _
when (s)he was given training and orientation, etc. In i
" this way, ohe may learn that the snag has occurred not
' petween the time of request and the time of recruitment,
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nor between recruitment and trainiﬁg by the central office,

" but during the orientation at the building level possibly

resulting from insufficient personnel or inadequate facilities.

T

As another example, one may 1ook at the goals concerning'/"

proper recognition of volunteers. It is true that most

volunteers provide their sérvices for reasons intrinsically
their own. However, volunteer motivation is often of short
duration, for perfectly valid reasons; and the program
developers have grounds to believe that an external reward

system such as recognition dinners, occasional media

attention, service certificates, etc. help _sustain those
internal motives which have brought the volunteer to the
school in the first place. There are two goals to consider

‘here: (1) to increase recoghition of voluntéers as an

expression of gratitude, and (2) to increase the retention

rate o¥ volunteers. N

The criteria which indicates progress toward the first of
‘these two goals might include the scheduling of & planned
’numger of recognition dinners during the year, a certain
number of TV spots to be aired, or weekly newspaper articles

submitted for print. It may not be feasible to include

all these (and other) criteria, and the problem of establishing

priorities arises. Perhaps one TV spot per month indicates
greater progress toward the goal of increased recognition
than weekly mention in a school bulletin because of the
larger audience reached. Once again, record-keeping is

needed to keep track of the varied recognition activities.

undertaken.

To serve the second goal, that of increasing retention of
volunteers, one may ask, "will the program accept as
positive an increase of 10% in the ‘retention rate over

previous years or should the increase be 50%?". Other

factors must also be considered here - the available
volunteer resources are dependent not only upon the rate

of retention but also upon the absolute number of volunteers
available. 100% retention may be inadequate to meet the |
requests; whereas 50% retention, if there is always a large
pool of new volunteers available, may serve the needs quite
well. Whatever the determination, here too, records must

be kept of those volunteers who sign-up, sign-in, drop out,
‘and, sigh-up again. Is the "new crop" really composed of

29 .
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all. nhew volunteers, or are there some former volunteers
who have elected to return included in the roles? Did
returning volnnteers return perhaps because of the recog-~
nition activitie® related to this goal? These questlons
can be answered qﬁl ‘e easily just by questioning the
volunteers directly) e. a-,ﬂ“Have you seen anything.on TV
about our volunteers?“ _"Were you influenced in any way
by what you read in the newspapers about our volunteer
programs?", - and "How did you find out about our volunteer
- program?", ¥

In addition to those criteria measures which one plans

in advance, it is extremely important to be alert to
information which was unanticipated or simply overlooked ~
during the planning stage. While program developers can
account for newspaper articles Feleased by the central
office, they also must notice other coverage such as
letters to the editor written by grateful parents to
acknowledge the services of the volunteers. Or, in noting
the volunteer sign-up sheets, they shculd not neglect

to observe the number of volunteers who no longer have
¢hildren in school hut who have chosen, nevertheless,

to continue serving'in a volunteer capacity. This one
bit of information may reveal more meaningful data than
much of the "expected" eV1dence relevant to the program
goals. .

These are just a few examples of the many types of evidence
sought during the monitoring phase. All the evidence must
be reviewed constantly - again much of this dictates
precise record-keeping techniques: tallying request

forms, checking attendance logs, noting boosts and barriers
to success of the program {(e.g. the number of requests

for volunteer assistance is runnlng way ahead of actual
volunteer placements); reviewing asgignment sheets, case
histories (of particular problems or outstanding suc-
cesses), listing suggestion box comments, etc.. When
possible - whatever changes are needed should be attempted
immediately; those which nmust wait-until the following

year must be noted and reasons for postponing change
validated; the effects on other aspects of the program

due to the inability to make that change promptly must

also be considered.

30
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FINAL APPRAISAL ACTIVITIES

Volunteering should be an important part of the total

educational program of a school and should produce results

which affect students, ‘staff and volunteers positively.
The =ppraigal process is a way of rallying people and
‘resources to focus on the objectives and activities of
volunteer services and to stimulate cooperative action
in making decisions for the 1mprovement of volunteer
gervices. -

-Prior to conducting the appraisal phase, all perso;s
involved in administrative and managerial jobs must
determine: '

~-The purposes the evaluation is to serve.

" ~The limitations that will be placed on the evaluation

process.._

-The volunteer program objectives and program actlvitles
that will be evaluated.

-The kinds of information needed and by what means the
information will be collected. Examples: using inter-
views, checklists, questionnaires, etc..

~The organization and reporting format of information,
judging the adequacy of the attainment of the volunteer
program objectives and the performance of the vslunteer
gervices.

~The recommendatlons for future action.

~The recommendations for action that should be taken to
accomplish those purposes which had been established
for conducting the volunteer program- appraisal.

L3

The major purpose of the appraisal process is to
provide useful information to decision-makers at all
levels:;. i.e:, in the individual school buildings,

in the central office volunteer programs and for the
volunteer services system. .

Appraisal materials should meet the following criteria:

Relevance - Information should xelate to decisions
and meet certain defined, outlined and established
purposes. Example: To find out the temperature
of a room, you wouldn t look at the clock.

31
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Credibility -~ The appraisal process should elicit

___ the best information: i.e., information must relate

~ to quality of trust or belief.
Reliability" '~ The appraisal process should provide
consistent data; i.e., if new data were gathered,
would the findings be the same?
Timeline Data should be received by decision -
makers at “the appropriate time; i.e.; well before

a decision must be made. . . -

Scope ~ The range of information must be as broad
and as inclu81ve as is realistically possible. It
should adequately cover the pertinent aspects of
that which is being evaluated.

¥,

—FACTORS TO CONSIDER IN APPRAISING VOLUNTEER SERVICES B
AND PROGRAMS , e

In order to acquire all the necessary information so as
to be able to effectively assess volunteer services and
pcograms, several elements should be considered. The
appraisal can focus oh one or all areas:

- Qualitx of Pgrformance by Volunteers

~Doeg the volunteer fulfill prescribed commitment of time?
-Is the volunteer dependable?

-Does the volunteer carry out the responsibilities listed
in the job description?

~Does the volunteer show capabilities for carrying out job

: descfiptlon responsibtlities?

~Does the volunteer show willingness to assume additional
responsibilities? , v .
Effectivenegs of Volunteer

~Is the volunteer placed in an assignment appropriate to
her/his capabilities?

~Is the volunteer assignment congistent with the appropriate
volunteer job descriptions?

~Have assignments and directions been clearly understood?

~Have assignments and directions been effectively carried
‘out by the volunteer?

~Did the orientation and training received by the volunteer
adequately prepare her/him for the job required?

32
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Volunteer Satigfaction
~What are the conditiong under which the volunteer works?

. (Indicate both positive and negative conditions affecting -
perfbrmance.) .

~ ~What is the rate of turhover for volunteers?
~-What are the reasons for volunteer turnover?

-What ig the morale of the volunteer? -

Volunteer-~Student Relatlonships

Volunteer~Teacher Relatmonships '

~Does the volunteer work well with students' and staff? .
- -Does the volunteer know to whom to report when there

are prdblems?

~Does the volunteer program have the complete support and
approval of the administration’and staff?

~Does the entire staff understand why volunteers are being
used?

“ -Are all staff members familiar with the ways in which
volunteers are being used?

- =Are all staff members familiar with the areas to which
volunteers are beinhg used?

~Doeg the staff understand what they should expect of

volunteers?
~Do staff members realize what volunteers expect of them?
~-Are staff responsgibilities in regard tec the volunteer =

program clea}ly defined?
~Is staff time needed for maintalnlng a volunteer program
taken 1nto congideration?

Recguirment
~How was the volunteer recruitea? .

~What did the initial interview include?
‘-How wag the interview conducted?
~What expectations existed on the part of the volunteer
at that time?
-Do you know how and where your volunteers will be used
before you start to recruit?
~Are you able to recruit the types of volunteers you heed?
" «Do you make known your volunteer neede through:
-Brochures?
~Newspaper articles?
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-Radio and TV announcements?
~Talks to groups? . .
-Come and see tours? ~ :
-Do you use a variety of sources for obtaining volunteers:
-Your staff members?
~-Priends of your volunteers?
-~ -Neighborhood people? .
-Have you tried using new volunteer sources as they
become available? ' -
-High school students?
e ~College students?
~Retirees? .
~Church groups? o :
~~-Club groups?
~Employed men and women? v
~Would you consider any adjustment of your program to
accommodate: o ’
~Hours that present day volunteers have available?
-Particular services or skills that individuals
. or groups of volunteers may have to offer?

~ Interviewing and Placement
~Tg the interviewer a specially designated and

qualified member of the staff - or of the Volunteer
Services Office? S :
-Do you allow sufficient time and privacy for a
thorough, unhurried interview? e T e ,
-Are your application forms desighed to furnish , )
useful information? : ' ‘
-Do you try to discover the volunmteer's particular .
capabilities, interests and experience - and offer
jobs which are commensurate with these?’ T
~Are the volunteer's wishes - and aversions - as to
placement given coheideration insofar as possible? . -
-If the particular service a volunteer wishes to
per form cannot be used, do you offer a reasonable
explanation and try to substitute other services
which are needed and may prove equameresting‘?
~Have you created clear job descripti ich are
meaningful and reasonable? ’
~When volunteers are assigned to a specific job, do
they know:
-What they are to do? . .
| Y .84




~How many hours they work?
~What equipment to bring? .
-When, where and/to whom to report?
‘~What additional training is required?
~Is the importance of continuity of service in situations
where the volunteer is working directly wlth students
. and staff stressed?.
-Do you discuss a termination date for a speclflc
asslgnment? .
-Do you:leave a volunteer free to refuse an assxgnment?
~Have you the ability to turh down a volunteer who is
" obviously unsuitable? . ‘

Orientation and Training ,

~Are time and personnel for the orlentatlon of - volunteers

included inh planning.-for your volunteer program?

-Do all volunteers working in your program understand

why the job they are doing is necessary and how it

. . fits into the total progress picture? -

~Are they given a place to work and to keep their
belongings?

‘~Are they introduced to staff members and volunteers

with whom they will be working?

«“Do your volunteers know what is expected of them.as to:
~-Per formance?
-Appearahce?
~Behavior?
~Confidentiality? ’
~Attitude towards students and staff?

- ~Is it possible to differentiate between the role of

the volunteer and the role of the staff person?

~Do you acquaint volunteers with the facility's total

setting and with names of the various staff members
with whom they might be working?

~Are your volunteers sufficiently informed as to the

overall purpose, program and philosophy that they may
‘discuss these intelligently with their famllies and
friends?

-Do you give the volunteer an opportunity to acquire

the skills needed for a particular assignment through:
~-Formal training programs?

-Consistent on-the-job training?
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-Do you keep the orlentatlon process from becomlng e
stagnant through:
~Periodic volunteer meetlngs°
-Discussion sessions
~Invitations to pertinent workshops?
~Suggested reading material?

Communication and Supervision
~Is the chain of command in your volunteexr program
‘clearly established?
-Do your wvolunteers know to whom they- aré' 1mmedlate1y
responsible?
~-To revort to for work?
~To turn to £dr help and advice? ' -
~To call when unable to be present?
-Do volunteers khow how to contact their volunteer
chairperson? .
-Is an éxperienced person always available to work )
with new volunteers and show them what to do?
-Do you keep track of how volunteers are getting
along in their jobs?
*~Do you inform the volunteer who is domng well that
this is so0?
-Is anf@ttempt made to help the volunteer who is hot
" doing well by building interest, increasing skills,
instilling confidence?
~Are the chahnels of communlcatlon always open between
you and your volunteers’ i

s
L4

A&mguﬂgrﬁsez_éwiwsam!_*_&a&__m '
-Do you recognize that inaccurate placement may be the
cause of. unsatisfactory performance and try to give
volunteers another opportunlty to use their skills
productively? ,

-Are your volunteers given a chance to change from one
type of service to another, to. lean new skills, to
assume positions of greater responsibility?

~-Do volunteers feel free to terminate their services
after a reasonable length of time?:

Recognition h

-Do you make a point of saying "thank you" to your |
volunteers: “M

-Informally and personally ~ oh'a day—to«day basis?




~Formally and publicly - in the presence of fellow -
- workers, staff, family and friends? g

~-Are your volunteers identified in any way while on

the job?

~Badges?
~Uniforms?

~Have you developed your own system of awards?
. =Certificates?
~Pins? '

Merits of the Volunteer Program
~Does your total plan‘ fox 0peration include a pexiodlc
~ examination of the serviges' of the volunteer program?
~-Do you evaluate the program in which they work as well
ag the penformance of the volunteer? :
-Are volunteers an asset to the educatlonal setting in
the sense;that they have:
_ ~Efiriched the existing school program? ,
~Make possible the extension of services to ' :
students°
~-Made‘posaible the 1nauguratzon of new services
for atudents?

New Wavs the Volunteer Program Contributes to Education

~-If your volunteers appear to be a liability, have
you‘considered any hew approaches which might convert
them into assets?

~Du staff and administration - as well as the volunteers.
thenselves -~ participate in appraislng the benefits
receiVed by students? »

MATERIALS USED IN APPRAISING VOLUNTEER PROGRAMS

Data can be gathered by various means. Some of these
-are listed below:

Types of Materials
-Written questionnaire

~Open-ended responses

Brief essay response. Sentence completion.
Example: What new things would you like to
have happen in the volunteer services program

37
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‘ A
. . next year (essay response) Sentence comple~
tion - I would like the following new things
‘to happen in the volunteer services program
next year v " —
. =Multiple choice responses - -

requlrlng ‘the respondent to choose one
or more. Example: Circle the descrlptlon(s)
which best apnlles to your volunteer:
1) patient 2) bossy 3) punctual 4) cooperatlve
. ~Preferred choice responses
Selectioh of ore or more responses among o .
sevgral possibilities. Example: Make a
choice in each of the following statements .
and check your choice: I would rather work
1) in a classroom or 2) outdoors e
1) with elementazry-school children or
- - 2) secondary school children
-1) with regular students or 2) with
exceptional c¢hildren
~-Scaled response
A gtatement of question followed by a set of
. responses. Example: Circle appropriate - ‘ .
response: Does the volunteer complete ,
agsigned hours? 1) always 2) most of the —
time 3) occaslonally 4) never "
~Interview
The interview may be open and free flowing or
highly structured with questions prepared in
vadvance and an established agenda closely
followed: ‘ .
 -Total group interview ‘ ¥
~ Dismcussion during which guestions are raised
discussed by all participants. Example:
Should volunteers be pyovided with group
accident/health insurance? Discussion and
consensus include:
-all volunteers

and/er .
- =all building principals i ]
and/or - B
~all central office staff ,
- | 38 -
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L
‘ -Small group interview

A smaller combination of peoplé who are
brought together for discussion as repre--
sentatives of la larger group. Example:”
-principals only
¢ =volunteer chairpersons only
~volunteer services coordinators only
~Key informant

Gathering data from one or more individuals
who can give you accurate views on what the
others from the group they represent would
in the discussion. Example: Principal
Example: Are volunteers in your bhuilding

satisfied with their job assignments?
—EBach individual gon

Each person is interviewed and answers
questions himself. Example: Are you

satisfied as a volunteer working in thig -
building? .
~Observations .

Subjective observations of activities ‘made with or
without instruments or specific focuses. )
~Individual: personal observation '
Example: visiting classroom.
-Other: Individual gives observation instructions

to someone else who does the observing.
~5chool records

Inventories, office figures, etc. '

Sclection of Materials . LT
When selecting means for collecting data,’ those
involved in evaluating need to keep in mind the kind
of information needed and the possible effects of
trying to get that .information in a particular way
weéfore working through the following questions as
part of the data gathering effort:
-Respondent related criteria
-~What will the reaction of the respondent be to
a question asked in this way? .
~Will the question have the same meaning to those
reacting as it doeg to the developer? '
~Is the question stated clearly so that it will
be answered the same way each time?

39
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- ~Will the response be what the respondent actually -
feels or will the response be what the respondent
thinks the inquirer wants to hear?
-Analysis related critéria
- ~What is the size of the group to be’ evaluated?
~How much time will it take for the evaluation?.
. . =How much cost is involved in this evaluation?
. ® ~How will the data be processed?. ‘

»

PROCEDURES. FOR CONDUCTING THE APPRAISAL

The process of prov;ding information to strengthen volunteer
services should be clearly established. The following are
directions to be determined after exploring the criteria to
be used in the appraisal process:
' Decision Factors - Why is the information needed?
From the beginning of the program, checklists should
be built ipto each area of concern and periodic
- review made to determine change or continuation.
. " Problem Identification -~ What guestions‘exist and
‘ what information is needed to answer them?
Source of Informationh - Examples-
~-Teachers' opinions regarding the feasibility of
using volunteers in the classroom.
 ~=Student attitudes toward volunteers in the school
“\ and &lassroom.
. ~Expert judgment as to worth of volunteer services
, and activities developed. ‘
Information available through daily logs, building

&

. inventory.or office records.
S —Obtaining Information -~ Refer to Appendix "C"
Schedule
, N ~Dacide how much time will be involved in the
“appraisal.

~Determine deadlines to be met related to when
decision makersg need data. .
Analysis of Results -~ Analysis of information should
. be appropriate to the type of questions asked and the
nature of responses obtained. Before applying
statistical procedures, one should consult with _
. apngopri?te“references or personnel,

| v o040
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~ Reporting Informatldnxr After dellneatmng information
" needs, preparing a detailed plan for obtaining .
information to meet“those needs and devising the plan
for providing information, reports must be prepared
" and dissemlnated to the approprlate audience (decision=~
makers). Providing information is.a continuous activity,
and the timing and frequency of rxeporting should be "
“‘dlctated largely by the decisions being faced. The
appraiser should be conhcerned with the effectlveness
- of the information prov1ded
' ~The form of reporting may be dictated. by the target
- audience and the néed for interaction between decision
’makers, appropriate ox effected audiences and the
appraiser (s). . ‘ ‘
~The plan for reportlng shoula 1nc’ude‘_

‘~Identification of the audlence who
the report.

~Enumeration of lnformatlon w1ll be
the report and the level of detail

willyreceive'

required in
of informatlon

the report will provide the audience.
~-Means of‘reporting data whether formally or

informally, i.Je., a report to be published _

(written) or a report which will be dlsseminated

to the audience orally. ’ ) )
~-The use of feedback from the appraisal process w141
probably determlne the descrlptlon of theé" reportlng

mode. ,

4
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NEEDS nsszssmzm o - ~€§- .

F““l' _ The rnoorporatlon of new needs and new ideas for the redesign

) of the pilot program is based on the combined data collected

in the monitoring and appraisal phases. However, as stated
earlier, it is suggested that the accumulated data from the . -

3 pllot,program evaluation serve as a basis for determipning

peeds associated with the next step in the project, namely
the development of a full-scale volunteer services system.
Fqor the pilot evaluation to be utilized in this manner, both
phases (Monitoring and Appraisal) should be completed

- shertly after completion of the pilot phase. ‘A summary

report should be made available to all participants in the
pilot program. Their reactions, comments and:suggestions
can serve as useful additional data in the development of
the full—scale program. ' .. ‘ ,

The best«lald plans are always subject to further perfecthn. -
The most useful solutions to problems are often offered by
people whose views have heretofore been ignored or simply

not sought. Every attempt should be made to allow all those
involved with a developmental program, both directly and
indirectly, to express their opinions and to offer suggestions.

Some hnew ideas and suggestions for change within the program
will become apparent with the results of the monjitoring
activities. Other changes may be suggested by teachers,
administrative staff, parents, volunteers, etc.. Any input
should be recorded. The phone call to a principal's office -
should be transcrlbed onto a suggestion sheet. The volunteer

"who has a "better idea" should be asked. to record it on a

suggestion sheet. The student who “gripes” to his teacher

or parents about a volunteer activity should be aware Jdf the
opportunity to register his ideas - again, by filling out a
suggestion sheet. Gathering participants' ideas and sug-
gestions must be undertaken in a simple and direct way and
must not appear to be at all threatening to the participants.
The best suggestions can.often emerge from unhappy complaints
if the complainant feels free from reprisal and if every

m—"erSLOn of the smtuatlon is considered.

Every‘opportunity to elicit participant suggestrons‘should

be encouraged: staff meetings, lunch room exchanges,

perhaps a "hot-line" telephone number where teachers and

volunteers might phone ih a problem, a suggestion box near
the attendance' sheet, etc.. Constant review of these sources
of input must be made to note their urgency, frequency, and

'thelr relevance to the. continuation or modification of the

program as lt.evolves throughout its developmental phase.

P. 42
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III. MANAGEMENT OF THE VOLUNTEER SERVICES SYSTEM

. ~ 4 ';:
For purposes of this manual, three areas of management ..
within the volunteer services system have been described.

. Central Office Volunteer Programs Operations
Building Level Operations_ .
 Central Office Personnel Operations

As previously indicated, however, one personh may be in
charge of more than one area of management. This depends
on the personnel, time and financial resources available
to the school volunteer operation ahd their allocation.

4
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CENTRAL OFFICE VOLUNTEER PROGRAMS
[Y

' The development, operation and supervision of Central
Office volunteer programs depends on identifying
--prioritized nheeds for volunteer assistance. This can

be accomplished by conducting a needs assessment.

The accompanying charts depict the steps involved in
developing and operating a Central Office volunteer
program and identifying the people responsible for the
various tasks. The specific personnel job descriptions
may be found in Appendix "B".

This section outlines the necessary steps. For further
details on any of these steps, refer to Chapter IV.
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. PROCESS MODEL
POR DEVELOPMENT AND OPERATION
OF
CENTRAL OFFICE VOLUNTEER PROGRAMS

:> IDENTIFY |
NEED

CREATE | <:
CLIMATE

-
lAAE;ANNING:STAGE T

DETERMINE OUTLINE IDENTIFY DEVELOP RECRUIT-
PURPOSE/ ‘ MATERIALS | RESOURCES K MENT PLAN
GOALS/0BJIS, |~ AND ,_f“““'€> NEEDED | FOR ‘'ARGET
DF SERVICES ~ |[PROCESSES 1 |  AUDIENCE

4

ASSIMITATION STAGE |

RECRUIT MATCH ORIENT & ORTENT PLACE
RESOURCES [-» RESOURCES | —> | TRAIN [—> | uSERS VOLS. WITH
|LTo_mzeD VOLUNTEERS OF VOLS. _USERS

‘ N4
REVIEW STAGE

EVALUATE | COLLECT REPORT EVALUATION RESULTS:
GOALS+ OBJ, © | Ao | PURPOSE, GOALS, OBJECTIVES,
PROCESSES, | s ANALYZE ‘ PROCESSES, MATLCRIALS, SERVICES
MATERIALS, © | para OF CENTRAL OFFICE VOL. PROG.
SERVICES

REVISE PURPOSE,

| GOALS & OBJS,
PROCESSES,
MATERIALS,
SERVICES
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CENTRAL OFFICE VOLUNTEER PROGRAM
RESPONSIBILITY/TIME CHART

VOL. SERVICES . "
- (ADVISORY 1y 2 7 8 10}“__ <§}>—-—
COUNCIL)
. VOLUNTEER -
PROGRAM 3l dal]s}]s6 11 18]
CHAIRMAN el
COMMUNITY
- RESOURCE 9 13
- COORDINATOR
' AREA f
COORDINATORS 12 14}~ 15} 16
q TASK
' 1) Assesses Climate Most of these represent
' 2) Identifies need | activities which could
 3) ~Dete;mines purpose, goals and but do not necessarily
1 objectives of volunteer program involve meeting time.
4)  Outlines and develops materials
: and processes e
' 5) Identifies needed resources
. 6) Developes public relations materials
7) “Approves plan for volunteer program
. 8) Recruits volunteers
' 9) Interviews and screens volunteers
10) Orients volunteers
$11) Trains volunteers
12) Orients users of volunteers
13) © Places volunteers with users
14) Evaluates purpose, goals, objectives, V
processes, materials, services of -
: volunteer program '
15) ‘Collects and analyzes data
16) Reports findings
17) Determines continuation, expansion,
: modification or elimination of
central office volunteer program
Revises as determined .

513)
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II)

ASSESS CLIMATE AND IDENTIFY NEED

Before beginning to plan a centralized volunteer program
available to individual schools, the coordinator of volunteer
services needs to assess the climate of the school system

and the community for using volunteers in schools and to
identify the schools' needs for proposed volunteer service.
The coordinator of volunteer services may wish to seek input
from appropriate volunteer services advisory committees and
chairmen of central office volunteer programs as well as

from the feedback-monitoring mechanism built into the
management system.

This assessment is the basis for the central office volunteer
service decisions concernhing implementation of new programs,
continuation, expansion of existlng programs, investigations

- for extensions of volunteer services and development of better

school/community rapport.

PLANNING STAGE
Af Determination of Purpose, Goals and Objectives
1) Brief statement of the program purpose

2) “Statement.of generalizable goals

3) List of specific performance objectives which
help to promote meaningful evaluation:

a) What need the program will meet (i e, teach
children ceramic techniques)

b) What must a volunteer do to fulfill this

need? (i.e. appear, bring supplies or
request them, impart skill)
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Q)

’ 4
-

What must volunteer management system do
to meet need (i.e. process teacher request,
match teacher and volunteer)

B) Development of materials and processes essential to
volunteer operatlons

1) Manual for potential volunteers includlng.

. a)

b)

)

a)

e)

£)

q)
h)

1)

Detalled job deacriptlon for each position

General school policies volunteers should
know . * v

Instructions concerning the relationship
‘of roles between the VOlunteer and certifled
staff

Administration of volunteer system, enabling
the volunteer to see lines of responsibility,
to know whom to c¢ontact when a: problem
occurs, etc.

List of volunteer responslblllties and
rights

Health requirements for the volunteer

Detailed information explaining volunteer
programs available to schools

Map of Columbus school 1ocations, parking
areas, phone numbers

Legal ramifications affecting volunteers
(1) tax breaks - cost of transportation,
reasonable costs for mealg and
lodging, use of personal auto‘®

(2) /personal liability in case of injury
to volunteer or child
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1)

4‘W.Ww:.v,w‘»v:‘v.-,,w,,r,.

3)

2) .

~ a) Numbers necessary

Guidebook for teachers using volunteer services

- including:

a) List of all volunteer and materials resources
b) Volunteer request forms
c) Instructions for the most effective use of

the services of a volunteer, including both
personal and student preparation suggestions

| C) - Identificatioh of Needed Resmources

Management system

a) Persohnel necessary to recruxt, train and
supervise volunteers

4

b) Infotmation necessary for centralized record~
keeping and decision-making

c) Developed materials and supplies
d) Provisions for monitoring and evaluation

Volunteer Personnel .

b) Skilgé and talents hecessary
c) Training necessary
d) Feedback mechanism

Monetar& iequirementa

a) Salarieﬁ, office supplies, telephone

b) Supplles for volunteers to use

c) Incentiv& payments for volunteers (parking
fees, babysitting, transpértation, recogni-
tion, lunch)

d) Orientation‘and training expenses (room

rent, paper, printing, rented films,
instructors, caffae) i
. ¢ :;()
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. | D) Development of Public Relations Materials

1) Media
. a) Newspaper -~ city, local
b)u Television,
c) "Radio o

2) Direct mailing

3} Posters

4) Brochures - flyers

. 5) WNewsletters

: 6) Word of mouth

7) Open house

. , 8) Speakers Bureau . A

[

9) Out~door advertising

A) Recruitment of Volunteer Resources

1IT) ASSIMILATION STAGE

1) Sources from which volunteers may be recruited

a)

b)

n j
-}

“W\ e)
£)

Individuals (each ohe bring one)
Community ~ neighborhood .
Organizations, clubs, agencies and unions
Business, induairj} universities and colleges
Retired senior citizens |
Students ~ elementary, junior high, high
and college "

51
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2) Recruitment procedures

a) Determine the needs of the school volunteer
program

b) - Define goals

c) Determihe audierice

d) Determihe resources

e) Determine media - o ) 'J_ :

£) L;st priorities

3) Vbiunteer Retention Suggestions

a) Newsletter to volunteers and teachers

spotlighting the unique, the positive, the

interesting volunteer activities

s+ Db) :Badges, name tags 0r smocks to identify
voluhliteers “

c) Positive,fcontinuous reinforcement from
teacher and principal in school where
volunteers perform their services

d) Formal recognition programs, banquets, coffees,
1 teas, receptions . ' ,
~ 7o ’ : ,

e) Alhievement certificates

BY Volunteer Selection - matching reedurcesﬁgo need
» v

1) Application form U w4

2) Interview of potential volunteer

) - t -
3) Screen and categorize interviewed volunteers for
established programs and needs

C) Orientation and Traihing of Volunteers | .

1) General orientation | Y
oKL
wd ] “ .




2)

3)

a) Overview of volunteer system
b) Review of volunteer handbook .
c) ‘Overview of operatioh of school sysﬁem

d) Principles of child development

 e) Reading suggestions

Pre-service training for veolunteer duties

a) Continuing volunteers relating experiences
and expertise : .
. .

b) Teacher works with volunteer

c) 'Experts from the school system or .community
_ provide instruction o

Continuous training and monitoring | v

a) Cbservatidns of volunteer at work by teacher,
principal, volunteer building coordinator,
area coordinator, .volunteer program chairman.
Change or improvement suggested if needed .

b) Periodic retraining or enrichment workshop§ ,
throughout -the year “ : ‘

D) Orientation of Users of Volunteers

1

2)

Methods for educating users of volunteers

a) Regularly scheduled staff meetingsﬁuﬁﬁiwﬂﬂ—)/) .

b)  Special workshops -

, [ ) [ [ i
c) In~gervice training courses

d) Newsletter articles

_Information provided 53 -




a) Roles volunteers can fill to assist teachers

b) Ways teachers can support and improve the
volunteer system (i.e. preparing students for
volunteer presentation, greeting and appre-=:
ciating volunteers, following with thank yous
and constructive criticism)

3) Supplemental methods )
a) Periodic re-orientation for staff’aéconding
to need . -

b) Special sessions to train teachers and o
volunteers together : SN

5
%

%

E) Placement of Volunteers with Users ' -

1) Processing of teacher request
2) Assignﬁent of volunteer éccording-to service >
capabilities, hours available and area of city

in which volunteer will serve

“

i

3) Confirmation

a) Notify teacher of volunteer's name, phone,
gkills and talents and training needs

- p) Notify volunteer of assighment, ineluding
4chool location, school phone,* location of
parking facilities, etc. - ‘

IV) REVIEW STAGE

, A) Evaluation of program purpose, goals, objectives,
‘ processes, program materials, services )
7 5 . e et .
Many vital volunteer programs or materials-are the result
of analyzing and evaluating services or materials already
in existence. This process of studying that which is
currently in use and appropriately altering or restruc~
,  turing materials or programs can be a most valuable
3' activitys If data supports the continued need for the
service or item being studied, program planners should
begin the revision by conducting a careful appraisal.

(Por sample forms see Appendix "C")
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.}1)' Periodicfévaluatiép
¢ = : ba) Public relat;ons pateriéis and procéssés
b) Recruitment plan o ‘ ‘ 4¢¥
o : ¢) inyerviewing and‘screening processes
; a) (Orientation and training proc&Zses

e) Placement of FErccesses .
FA);lt';h
o

1). Year-end evaluation S
a)‘ Program processes ) _( ) y
- ~b) Program maéénialé Lz " - fﬁjl\
c) ,Communiqation "p'roces,s'es' ) .
A d) Services provided byyvolunteer proggam
-~ | e) Services Vprbyided‘;by volunteers in that programr

L4

B) Céllection and analysis of data

1) at area cod%éinator level

" 2)" At volunteer program level
Cc) Report of Services,LPrccesses, Materials
D) Comparison of purpose, goals, objectives to,evaluatioﬁ‘
data - ‘ . .
B K -
H
V) DECISION AND REVISIONS ' ’ .

When the cvaluation data ‘has been compiled and #nalyzed,

the information is forwarded to the coordinator of volunteer
services. From this study of the evaluation report, the
coordinator of volunteer services, with appropriate con-
sultation with the advisory council and chairmen of volunteer
* “programs, must make pertinent decisions concerning ‘the

continuation, expansion, modification or elimination of
- -central wvolunteer programs surveyed. '

A
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® B) BUILDING LEVEL OPERATIONS c T

» The organxzatlon, processes and materxals described in
"~ _this sectmonlprovmde for the operation of volunteer’
‘ services in indlv;dual school bulldlngs.‘

, This level of operation falls within the volunteer services
system, -sharing many of the same volunteer programs if

- deemed appropriate to the individual school and follo ing -
logically the same processes. ,

P

Within the volunteer services system, the building level
‘operations offer the flexibility of the one-to-one contact
with the individual school, the ability to develop programs

which meet the particular neéds of individual schools may
« .- ‘vary from the priority needs of the total school system,
' and the opportunity to offer personal consultatlon and
‘ asslstance to thoge who can use them most -~ the members
of the school staff, ‘ . . *

Thé accompanying charts depict the steps in developing |

. " and operating a building level program, the persons

regponsible and the approximate time required. Specific
job descriptions may be found in Appendix "B". Operational
processes and procedures may be found in Chapter Iv.

Thorough orlentatlon ang training of staff for effectlve

use of volunteer assistance is essential. Teachers need

to be aware of (1) the 'positive edqpatlonal benefits

available through utilizing the services of school:vol-

unteers, (2) the types of volunteer help which _are B "
available through central office based programs and which

are possible through teacher delegation of tasks to *he

classroom volunteer, and (3) the responsibilities of the

teacher in charge in the areas of orientation, training, - | -
superv1slon and aporalsal of volunteer services.

“Through careful pre~plann1ng, the -school staff may
plan a volunteer program taildred to the needs of

classroom and/or ‘school setting. . 4

students in the individual building and can prepare : .
to use the services of volunteers effectlvely in the //////%ﬂh\




PROCESS MODEL

OF

FOR DEVELOPMENT AND OPERATION

_BUILDING LEVEL VOLUNTEER PROGRAMS

+

" HENTRODUCTORY STAGE |

[ SEwp 18TRO | " [MEET WitH . [ assEss o
, LETTER To | =—> | PRINCIPAL |——> |CLIMATE OF | ——)>
“ PRINCIPAL : o . SCHOOTL
' DETERMINE : -
> NEED AND --—-> No
CLIMATE
#1
“ YES
. \|/ °
- [_PLANNING STAGE | '
< g ORIENT BLDG, | . [FORMULATE PLAN ORIENT BLDG.
}- > VOLUNTEER PROG. | —> | FOR BUIIDING |——p |[STAFF FOR USE | —>
; PLANNING COMM. OLUNTEER PROG. OF VOLUNTEERS
( v '
DETERMINE
CONTINUED -—-} NO .
DEVELOPMENT - .
$#2
3 & \'/ YES
- |ASSIMILATION STAGE |
RECRUIT | ORIENT & TRAIN PLACE TRAIN & RECOGNIZE | |
5| |vorunTeERs [ ——) | voLuNTEERS | ——  |[VOLUNTEERS |[—>| voLunTEERS [
(PRE~SERVICE) (ON-GOING)
* ] : -
- NV |
- | REVIEW STAGE | .
= A
EVAL. PURPOSE, COLLECT REPORT EVALUATION RESULTS;
GOALS, OBJS. | £ND | PURPOSE, GOALS, OBJECTIVES,
PROCESSES, [ ——> [ANALYZE | ~—————>, lopoopccps, MATERIALS, SERVICES |~
MATERIALS, DATA OF SCHOOL VOL. PROG. '
SERVICES = :
[REVISE PURPOSE,
', | eoaLs, opys., | NO DETERMINE
& “processzs,  |é—< NEED For
. MATERIALS, REVISIONS
NG #3

SERVICES .




SCHOOL VOLUNTEER PROGRAMS
RESPONSIBILITY/TIME CHART

co.nmwoxs 1 i : o [T ' ‘1‘8 »
?PRINCIPAL E_}—<3>_{T | | |
PLANNING | o e = ——I—

TASK FORCE . 58] | Ler I S P
VOL. BUILDING ] R E— —
COORDINATOR ~ - ’ | ' | 101l 12j—13] |15
 STAFF | T — |
 CQORDINATOR

TEACHER 2 8 Do g T2l
: OPTIMAL |
; "NUMBER APPROXIMATE
TASK . OF MEETINGS HOURS NECESSARY
~Introduces principal to ; 1 ‘ 1
volunteer services : ~
Assesses; climate and heed for none (principal time)
volunteer "services -
termnines yieed and c¢climate none (principal time)
alls planning T.F. meeting, ' 1 2
designates staff ceord. and s

volunteer building coordinator
) Porfulates purposes, goals and
objectives for school vol. program
5) Reports plan to teachers 1 (possxbly these
7} Orient staff in use of volunteers 1 cguld be handled
B) Approves plan for school vols. 1 2% one meeting or
requests volunteers two sessions)
) Finalizes plans : 1 ; ) 2
) Recruits volunteers :
) _Interviews & screens volunteers
)

=)
N

)

-—

Orients volunteers to schoold 7 ~ These represent
- policies and procedures ) activities which
) Places volunteers , do not necessarily |
) Trains volunteers “ ' - involve meeting -
) Provides on-going skills tralnlng . time. ‘ B !

; for volunteers

) Evaluates purpose, goals, objectives, .
processes, materials and services of
school volunteer programs

) """" llects and analyzeg data 7
eports findings 58 .

Determines need for révisions

Revises as determined
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INTRODUCTORY STAGE - : ;
: ‘ - - (Initial School Admnlstrator Orientation to Volunteerlsm)
¢ ’
Each individual building prlnclpalvneeds to decide if
(s)he wishes to undértdke the development of a school
based volunteer assxstance program.
Introductlon of Area Coordlnators to Administrative
Persognel
(’“\ This ‘should be dohe officially in a letter of introduc-
tion sent to principals from the office of the super-
intendent of schools. It seems imperative for building
‘,,prlnc1pals to know about the v°1unteer services offered
; R and the Area Coordinator who is the staff representative
. ’ with whom (s)he will be working if (s)he elects to
| ' . develop a, Volunteer program in the building.

In1tia1 Visit to Individual’ Schools by Area Coordihator
The Area Coordinator needs to make herself personally
known to the principals of schools in her area. to
- explain the volunteér program and to set a time for )
beginning ‘the' Phase I exercises if consultation is requested.

' "+ Agsessment of Need for Volunteers and_Schaol /Cr)mmnnltv
' Climate for Using .Volunteers

The principal needs to, assess the climate of the school
, ) staff and community for using. volunteers.in the builcing
¥ and to identify the, scliool's needs for services which
volunteers could perform. (The principal may seek staff
~and community input for this assessment of climate and
1dent1f1cat1on of needs process.)

Decision to Begin a Building Volunteer Program
Based on the assessment of need for volunteers andg

;”H 2 climate for use of volunteers, the principal Jdetermines
, whether tp continue plqnnlng the bulldlng volunteer
¢ ¢ program.

PLANNING STAGE

Careful, thorough pre-planning is véxy imiortant in
‘Puilding meaningful volunteer participation in the
" building. Attentionh -to details can help to facilitate

'a smooth assimilation of volunteers in the building and
° | 59 |

| ~48-




8

attention to needs for volunteers and determihation of ‘
measurable objectives addressing these needs will enable
building personnel to create a volunteer assistanhce program
which benefits students, teachers and volunteers themselves.

Each of the four phases detailed below represents one
meeting of approximately 1% - 2 hours. Meetings may in
certain circumstances be combined, reordered, or deleated
to meet the specific planhing needs of the individual
school and to coincide favorably with the state of develop-
ment of a volunteer program already in existence.

Planning committee and staff meeting time (especially
in Phase II and Phase III) may be reduced appreciably
by making appropriate personal worksheets available to

- those persohs involved for completion prior to the meeting

time. Brief discussion and comparison of worksheet results
can then occur at the beginning of the meeting.

Phase I ~ Orientation to Plannin
Program

Building Volunteer

This initial planning session should involve a

- volunteer program planning committee designated

by the building principal and composed of the
building principal, the area coordinator,
representatives- from the staff and representatives
from the potential volunteer community.

The purpose of the Phase I plahning meeting will
be to consider the material outlihed in Phase I
plapning and to complete the exercises included.
The planhing committee will also want to (a) select

"~ a Staff Coordinator, and (b) select a Volunteer
Building Coordinator. The principal contacts the °
selgeted Staff Coordinator and Volunteer Coordinator,
explains the responsibilities’ of each job and enlists
these people, = - _ :

‘(ApproPriate Phase I e&ercises/workSheets found in Appendix "D")
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Phase II - Planning a Buildin Volunteer Program

- This planhning session should involve the planning
commit{ee identified in Phase I. Using the materials
and exekcises outlined in Phase II, the Planning -
Committee) should attempt to formulate a plan in-
cluding purpose, goals and objectives for using
volunteers in the building.

(Appropriate Phase II exercises/worksheets found in Appendix "D")

Phage IIT - Staff Orientation and Trainihg for Use

of Volunteegg

1

The Planning Committee needs to report building ——
plan recommendations to the school sgtaff for their
approval. (Providing the materials for approval
prior to the meeting would allow staff members pre-
meeting time for study.) In thic session the
principal and school staff need to determine
whether to continue to develop a building vol-
unteer program or to withdraw until adequate

- provisions for using volunteers in the building
can be made. ‘

The Area Coordinator in cooperation with the
building principal, the Staff Coordinator and

the Volunteer Building Coordihator needs to S
provide orientation and training for ‘the teachers
concerhing the efficient management of volunteers
lncludxng'

. -teacher expectations for volunteer sexrvices
~orientation needs of volunteers -
-pre-service planning for teachers using

volunteers
~necessary training provided volunteers by
teachers
~the teacher's role in supervision of volunteers
~the teacher's role in appraisal of volunteer
programs and services
-the teacher's role in recognition of volunteers
—-training provided by volunteer. sexvices system

B | .61
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Tndividual teachers need to determine whether or
not they wish to use the services of a volunteer
(a teacher sign up form can be found in Appendix "F")

. (Appropriate Phase IIT exercises/worksheets found in Appendix "D")

Phage IV - Final Planning

The Planning Committee having received input from the -

building staff must finalize plans for using volunteers

in the school., The Area Coordinator continues to act as
o a consultant in this planning phase and can offer alter-
native suggestions for recruitment, placement, orientation,
training, supervision, recognition and approval of
volunteer services. : : o

"ASSIMILATION STAGE
. i

'After the planning committee and building staff have agreed
on specific plans for using volunteers in the building,
they may begin to recruit, orient, place, and train volun-
teers. The processes for accomplishing these tasks are

‘ basically the same procedures presented in the Central Office
Volunteer Programs section (see Chapter III-A). These basic
processes are merely applied to specific building needs and
'a local audience. (For more information on Recruitment, .
Placement, Orientation and Trainihg see Chapter IV-A,B,C,& D).

REVIEW STAGE

Once the volunteer program is in operation in the building,

those building personnel and volunteers in charge of

administering the operation must begin to monitor and

appraise the effectiveness of the building volunteer pro- -

gram, (For detailed information on Monitoring and Appraisal
- gee Chapter II-B & C). :
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C) CENTRAL OFPICE PERSONNEL OPERATIONS ..

The collection, retrieval and reporting of statistical
information on volunteers and volunteey sorvices is
mandatory for proving the wourth of volunteers in education
and for maintaining a reliable basme of information from
which can be determined new directions for volunteexr
services, Thisz operation is necessary despite the numbers
of vélunteers, yet the job becomes tremendously difficult
as the numhers of active volunteers grows.

pibsystem of an
es the procedures -

Por this reason, one major management
overall volunteer services systom IrWiIsd
and materials necessary to collect, 4 ¥le, retridve and
report on voluntecer personnel statistics., A statistical
bank of this nature should inc¢lude all the appropriate
vital statistics of every volunteer serving in the volunteer
services system, - ¢

The purposes of establishing ané maintaining a volunteer
personnsl file would be:
~To usze the information listed in the Data
Characteristics file to £fill specific requests
for volunteers with specific skills.
~To provide statistics on the school voluntecer .
- program for reporting purposes.

Objectives for a volunteer personnel fild may be: ,
~To provide address labels for mailings to volunteers.
~To identify numbers of teachers/schools using or

wanting volunteers.

~To record volunteer references. .
~To record hours served by each voluntecr or total
humber of volunteer hours. Sy

«To identify volunteers according to age groups.
~To enable volunteer service to follow the service
growth of a volunteer,

~To list volunteers no longer in programs for
reference or future uge,
~To provide print-outs for Central Office or

Area Coordinators to use.

On the following page a process model for personnel operations
may be found. This chart describes the administrative
Planning Phase that is required prior to soliciting volunteer
applications, the path of the volunteer throughout the service
year, and the final Administrative Appraisal Phase. The
purpose of this model is to relate the Adminigtrative Phases
and the Central Office Program Development Stages to the
actual volunteer opcrations, based on the process of

gathering, compiling, retrieving and reporting factual

information.

The page following this process model entitled "Materials
and Procedures for Personnel Operations® dascribes the
nurnbered materials on the preceeding chart, details their
use and idontifics the user. These two pages, combined, -
chronologically outline the whole process of record keeping.
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* Mgpliogtion 1.1 1. velunteer ’ 1. basie duta 1. set up interview
or 2. resaptionint 12. becemes manual file
Scowp . { ’
Application 1.2 © |3+ velunteer Iuilding , : ot
seerdinater ) o ]
* Inhezviev 1. Invexviewer 1. sereening 1. eepy to data
Schedule 2.1 (blég. ooord,) 2. placement processing
2. Bigned by 2. eopy to school
interviever and receiving voluntesr
’ applisant or pregram chairmen
3. Copy te teacher
reseiving volunteer
N _ a - or Central Office
lneul *ills 1. worksheet for 1. Data for Interview [1. te assure correct
"~ interviewer Sehedule . data
lu.orums 2.2 i 3
‘ , 2. applioant ‘
,';?. . Prefarred 1. workshest for 1. Data for Interview |[1. to asssre correct
- . Velunteer interviewer Schedule X | data .
- . Iuvlm 2.3 o, ‘ . -
R - e . 2. mue‘ﬂt
'3 ~ % Pequest for ! 1. volunteer building (1. request voluntesr |1, building coordinator
v Bexvice ﬁ,l < cescdinator frem vol. building uses for placement
. or coordinator 2. Central Offioce usee .
1 ’ 3 2. teacher . 2. request volunteer for placement
b from Central
b o 0ffice program
{ Placesent 1, interviewer 1. notifioation of 1. eopy to volumteexr
8 Torm 4.1, 4.3 (bwilding placemant of 2. oopy to teacher
[ . ‘ coordinator) volunteer from 3. oepy for office
5 oftice ! D ‘
] Assignuwent m- . 1. commnity resource Q. notificatien of 1. cepy to volunteey
(Community ooordinator placement of 2. copy to teacher -
. Resouroe) 4.2 { - (oentral oftice) volunteer 3. copy for ccnt:ul
‘ R+ volunteex send offioce
) svaluaticn to
" ‘ . ' | oentgal office : o
., B. teacker send
4 B . avaluation to
_ ) o | central offioe
. Parental Approval 1. parente L. approval of Be copy to voluntur
Torm for Student . child's partici~ ‘guordinatoy in
Veluntears 5.1 pation in volunteer student'’s school
VYoluntesr Training 1. voluntesr program L. notification of . copy for volunteer
Wotification chairman training 2, oopy for program
rorm 6.1 . 2. building volunteex éhairman or
‘coordinator building coordinator
Volentasr 1. volunteexs L, Tecord of individ- [, volunteer building
Sign~In Sheet 7.1 val voluntesr coordinator for
s ‘ service weekly reoords :
School Volunteer 1, volunteer building . record of voluntesr 1. ocopy to ares :
. Tine Sheet 7.2 . aeordipator service monthly ceordinator for
! ) : - - zeporting 5 1
« aopy to central
A ) , ; o L ; | etfice
* Service Record 1. voluntesr building [l. recerd of hours 1. copy to data
Pors 8.1 ctordinator et served processing
. osntral office 2. record of desire 2, copy for cantral
{only at termina- to seLve next year office o
~ B tion of volunteer 3. copy for school
sexvice for year) ,
Veluntesr Data 1. volunteer Building 1. record change on 1, aepy to duts ]
{ Change Porm 9,1 eoordinator ot interview schedule processing
; . . ) cantral office R. record new service R. copy to central
! . : . . of vnlunteer office
3. copy for volunteer.
building conrdinatoy
] or program chairman
. Apprainal Forms 1, aporopriate. h. final appraissl of |1, determine new needs
' Volunteer 10,1 PeLAONR ‘ voluntesr services - for voluntear service
Teacher 10,2 for the year 2, determine modfficas
Principal 10.3 ) . tion of existing
Bailding ‘ 6 5 ‘ servicen |
. Qo . Coordinater 10,4 3. determine validfty H
: EMC (Sen Appanviix C") ‘ o of voluntesr hervices = |
! i

oA ruiiext provided by ERIC

o

¢ Thewe formw are essentisl for accurate personnel record reeping. «54- :
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f =  METHODS FOR COMPILING AND RETRIEVING INFORMATION
ﬁ g
,i

G o ' ' . FOR DATA ‘PROCESSING

~Initial Infoxmation :
." . Initial information into Volunteer I;ersonnel File - An
application card wﬁll be £filled out’on each potential
voluntcer. When the application is completed, an appoint-
ment will be made for -a personal interview. Using the
Interview Schedule, the Preferrcd VYolunteer Sefvices :
sheet and the Special Skills and Fxpexiences sheat the
interviewer records the information provided by the
| ) interviewse., The interviewer then transfers the code
B ; numbers from these two workshcets onto the interview
— - schedule. When a request for a volunteer ig received
from a teacher, tha potential volunteer is placed or
assighed to a definite service by means of the placement
or assignment form. After the four forms have been
completed, all information Is transferred onto the inter~
view schedule. Copies of the interview schedule are sent
to the central office, to the school or program chairman
and to data processing. Astericks appearing on personnel
forms donote that information to be fed to Data Processing. |

~ copy

tocontral Office
Program Chairman
or

Application 1.1, 1.2
Personal Interview 2.1,
Regquest Form 3,1
Placement/Assignment
rorm 4.1, 4.2, 6.1

Interview 2.1,

+2+3gchedule §‘§
. Completed
trirp t

(in triplicate) Data Processing

¢

~+  Epd.of the Year Information v
End of the year information into the Volunteer
Personncl File = At the end of the year a service
yecord form. is completed for each volunteer within
. the school volunteecr program, (If a volunteer
terminates service before the ycar is over the
service record form is completed and forwarded
upon termination to central office and data .
procescing,) This information is collected from
the weekly record sheet keptin the school office.
From thie sign-in form, hours of service are
recorded monthly and totalled at the end of the
year by the volunteer building coordinator. The
questions on this sexvice record form are filled
out by the volunteer. The form is then sent to
central office, to data processing and to the .
" school in which the volunteer was recruited or .
- to the volunteer program chairman. A letter of
recognition is then sent to the volunteer stating
the number of hours scrved for tax purposcs.

v

¢ Astericks appearing on personncl forms denote that infoxr~

mation to be fed to Data Processing.

) Cgby

‘ : y 0, - ‘

‘ : y.1\  [—Central Office ~—> Letter of
Service Record Form --§> EEData Processing Recoghition

. School/Program (See Appendix “EY)
Chairman

P66
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Changing Procesaed Information ' v
Changing Information already in file - The
Volunteer Data Change FPorm is completed if a
change in data on a volunteer iz necessary.
There may be serval changes: .
~Correction of a mistake in data
~Placcment of a volunteer in a different service,
school, etc. .
~Additional requn:ibiiity assumed by a voluntecer
Astericks appearing on personnel forms denotc that
information to be fed to Data Processing.

. copy
t°CQntral Office
_Change of Record Form st bata Processing
.. 8chool
-or

Prograp‘Chairman .
Peedback Inforhation from Data Proceéaing N
These reports will be used by the central office to
complete its annual report. The hours serxrved by

~ the individual volunteer will be reported in letter

form for the volunteer's tax purposes.

Month Report
~ Monthly statistical readouts as to information
«oh new voluntecers, total numbers of volunteers o

serving, age groups being scrved, training of
voluntcers, placements, areas volunteers are
working, humbers of voluntecrs in proarams,

, numbers of voluntcers inh areas or school will
he necessary. . ’

Yeaylv Report . )
The fiﬂgl statistical report at the end.of June
will 1{st the following:
~Total numbeyr serving "
~during school day :
~outside school day. ‘
~Total hours served per program
-Dj fferent age groups heing served
-Numbers serving in each volunteer program
~Names and numbers of peoole willing to serve
naxt yecar
.8lots needed to be filled for the next yoear
-Rumber of schools served
~Number of children: served
~How mony have children in schools they serve
~How many voluntecrs are trained
~How many voluntears served in cach school/area
-How many requests for voluntcers wexre there
~How many requests were £illed




SAMPLE MATERIALS
FOR
-  PERSONNEL OPERATIONS

The Personnel Operations chart and the materials and
procedures grid which precede this section cgrrespond
directly to the sample forms that follow. These ‘
formsg have been placed within this section for clarigy.

Each form is numbered to correspond with the numbers .
found in the narrative section and on the appropriate
graphs. Please note that the sample forms can be used
for maintaining either a manual file or a data processed
file. The astericks on -the sample forms denote infor-

. mation that should go to Data Processing if this system
is used. It is understood that the central office
should also maintain a manual file which will be-the
working file until the number of volunteers being
‘handled daily warrants the‘availability of a terminal
in the central office.
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SAMPLE o
* 8 x 8" Card |

| .

. .

 INBIVIDUAL APPLICATEON CARD

4

- 7
DATE L '

 HOME TELE. ¥
AGE -- UNDER 20 _ 40
PERSON TO BE NOTIFIED IN EMERGENCY

SEX M. . F

" AVAILABLE FOR DRIVING _

 21-40

BUS. TELE. #
41460

- . ’

- SOC. SEC. #
OVER 60 | ‘

TELEPHONE #

‘REFERRAL SOURCGE _

For Office Use Only

- INTERVIEW DATE

~ PLACED
SCHOOL.

ORIENTATION-

TRAINING . -~ ‘,; - *ﬂ

" o (Back)
‘Date

.

,Time |

‘SChOOI

'Assignment

<

[ ]

Déte‘ ( Time ‘School |Assignment

~58~ (1.1)




(!rontsuc

“PROGRAM

GROUP APPLICATION

5" x 8" Card -

@ . - ‘ MEETING
- W NAME OF ORGANIZATION ) DATE
- NAME OF CONTACT PERSON ____ o
* POSITION IN ORGANIZATION _ AGE RANGE ______ *_
ADDRESS . PHONE # _
" PRIOR COMMUNITY SERVICE
TYPE OF PROJECT DESIRED .
WILLING TO DO SPOT JOB
CDATE _______ INTERVIEWER __
PROJECT UNDERTAKEN ___ ‘
(Back)- )
te . Time . School '|Assignment "+ . | Date 'I‘iﬁe * School Assignment
o L4
]
3 i
. N
R . SR ¢ %) R
‘ ~59- f




. INTERVIEW SCHEDULE

*HOME TELE. #

*NAME “ , 7 *BUSINESS TELE. it .

*ADDRESS , v .
{number) (street) {city-state) (zip)

*SEX F___ M_ AGE: UNDER 20___ 21-40___ 41-60___ Over 60___
_+S0C. SEC. # _° — S

*PERSON TO BE NOTIFIED IN EMERGENCY : ‘ *TELE. #
) rm'tm--cnxmnm (How many) ____ AGES ___ OTHER DEPENDENTS IN HOME —_—
*PHYSICAL OR OTHER LIMITATIONS, IF ANY

*I'B TEST (Date) _ i )

MEANS OF TRANSPORTATION-~PRIVATE ; BUS __ NONE . '
*SPECIAL SKILLS AWD EXPERIENCES (Please (;escribe) | . L

*PREFERRED VOLUNTEER SCHOOL (Please specify)

DISTRICT (Please circle) N =~ NE = E-w SE = S ~ EW « W - NW
Public Non~Public "

*AVAILABILITY (Pled"e circle) F’ONDRY ~ TUESDAY - WEDNESDAY -~ THURSDAY « FRIDAY
9~11:30 a.m. 1-3:00 p.m. Aftex School
*GRADE LEVLL IRETCERRED {Please eircle) Pre-school K-2 2-C 7-9 10-12 Any

*PRDFERRED»VOLUHT”LR PARTICIPATION (Please circle) Group One-to-one

*PREFERPED VOLUNTEER ASSIGRMENT (Please circle) Regular Special
' *PREFBRRED VOLUNTEER SERVICES (Pledse cirxcle) - Instructional Services --

€lassroom Assistance —- Special Servicesg -- Monitoring Activities

~‘.WORK EXPERIENCE - VOLUNTEER OR PAID

#.| TYPE OF WORK
DATE PRESENT OR_COMPLETED __| CRGaNIZATION ' PAILY'VOLUNTEER
+
Personal Reference " How did you learn of our program?

As a velunteer, 1 agree to work within the policies and procedures ofsthe
Coluabus Public School System. ‘ .

.

4 Sighature o; Voluntger Date
As an interviewer, I feel this applicant meets the qualifications of a
school volunteer. . \
Signature 65 Inteivieher ' Date a
*Code __ , *Placement ___ :
*rraining o .. *School .
Days & Hours Assigned ' , Starting Da?e‘

)

Oy ~ o P




CO*MNITY RESOURCES
A, i ARTS
1. Art Gallery
2. Art History
"~ 3. Black Art
B. ARTS AND CRAFTS
1. Sglonial Crafts
2. Batik
3, Crochet
4, Ceramics -
5. Glass Blowing
6. Knitting
7. Needlework -
. 8. Silk Screening
. 9, Weaving
C.. DANCE
1. Ballet
2. Ball Roon Dancing
3. Folk Dancing
4. Modern Dancing
5. Rhythmic Dancing
6. Square Dancing
D. MUSIC
1. Classroom Musician -
2. Autoharp
3, Duleimer
4. Brass Instruments
5. Guitar
6. Piano
7. Puppet Show
8. Opera
9. Rhythm Band
10. Goldenaires
-E. LANGUAGE & READING ARTS
1. Creative brama
2, Make-up for Plays
3. Silent Films
4. Story Telling
5. Puppet Shows
- 6 Scenery-Puppet Shows
F. HOME AND COMMUNITY
1. Care of Pets
2, Conservation
« Dolls for Democrady -
4. Ecology
S. Hospital Services
6. Parks § Recreation
7. Plants
8. Shelter-Past § Present
9. Transportation
10. U.S.Mail
11. Zoo Animals
G. HISTORY
1. Black listory
2. Pioneer Days in
’ Franklinton
3, American Indians
4. Prchistoric Indians
H. COMMUNITY HELPERS
1.’ Bus Driver
2. Dentist
3. Dietician
4. Doctor
5. Fireman
6. Grocer
, 7. Milkman
8. Nurse
9, Policeman-Woman
10. Postmarn

~

PEOPLE AND PLACES

B.

Franklin County

1, Pioncer Days ~
(Worthington)

2. Parks & Recreation

Ohio

1. Historical Slides

2, Nature Study

3. Parks § Recreation

4. Ohio-Indiana

5. Statc Government-Ohio

United States

1. Alaska

2. Boston

3. Hawaii

4. Maine

5. Monticello

6. Mt, Verhon

. 7. Philadclphia

E.

-§. Williamsburg, -Va.
World

Western Hcmxsphete
1. Bermuda

2: Brazil

3. Canada

4. Central America
5. €osta Rica

6. Guatamala

7. Mexico

8. Panana

9. Pern

10. South America
11. Virgin Islands
Europe

1. Austria

2. Denmark

3. England

4. France

5. Germany

6. Italy

7. Norway
- 8. Poland

F.

G.

H.

9. Portugal
10. Scotland
11, Spain
12, Switzerland
Middle East

1. Egype

2. Greece

3. Iran

4. Isracl

5. Lebanon -
6. Syria

7. Turkey
Africa and Asia
1. Algeria

2, Ghana .
3. India

4. Kenya

5. Nigeria
6.°Russia

7. Zambia

Far East

1. Mainlind China
2. Japan

3. Korea
Pacific

1. Australia

2. Philippines

GOVERNMENT
- A+ American History
1. War of 1812
2. Young Pcople in
' American Revolution
3. Declaration of
Independence
4, Pilgrims
B. Elections § Voting Process
C. Electoral College
D. Ohio Constitution
E. Government
1. U.S.A.
2. State
3. City
4, County
F, Housing Code
G. Laws :
H. International Relations
I. Legal Aid Society
J. ¥hat is Children's -
Society?
K. Consumér Protection
L. Criminal & Juvenile Court
M. Dolls for Democracy
N. United Nations
0, Vista Volunteers
ENVIRONMENT
A. Air Pollution
B. Conservation

C. Ecology o~

D.. Environmental Quality
E. Shelter ~.Past § Present
F. Solid Waste Disposal
TRANSPORTATION & COMMUNICATIONS
A. Air Travel
B. Bus Travel
C. Truck Tramnsportation
D. Audio-Visual “Communication
‘E. Commercial .
WORLD OF WORK * ’
1. Accountingl
2. Airlines
3. Airline Hostesses
4. Ambulance Driver
5. Anthropologist
6. Appraiser
7. Architect
8. Archeologist
9, Artist
10.
11, Auto Motor Tear Down
12, Baxber
13, Biologist i
14, Bus Driver
15, Butcher
16. Careers in Mental Rehabll-
itation
Chemist
Conmercial Artist
Chef
Computer Electronics
Computer Processing
Communications
Construction Worker
Cosmetology
pentist -
26. Dentul Hygienist
27, Dietician
28. Doctor
29, Drafting
30. Job Opportunities

17.
18.
19,
2'0.
21.
22,
23.
24.
25.

(2.2)

.

Attorncy _
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I.

(Y

IX.

9

L
-

ITI.

Iv.

PREFERRED VOLUNTEER SERVICES

INSTRUCTIOMAL

ROGHMmOTMHnE QWY

mo oW

HoOw>

¢ ]
Orient new students to the school
Reacding Tutor
Math Tutox . .
Communi.ty Resoufbes
Fiel® Trips
Assist with Program
Assist with Club.Act1v1tles
Assist with Music
Assist with Art
Assist with-Dance . | .
Assist with Drama ”
Reading Stories

L]

L 4

L} . ¢ s,

L ] [ ] L] *
)

-

)
.

CLASSROOM ASSISTANCE

: A951st with Classroom Chores

.
&

. .Prov16e Clerical Assistance
- Assist.with Special Events,

.

SPECIAL SERVICES - o

~‘ | | //

{h.” Provide Cdunselingfto Individual Studqhgﬁ
B. Assist the School Nurse

C. Assist in the Library e

MONITORING ACTIVITIES Co

0

. " Assist with Playground Activities
+ Assist with Lunch Room .

. Assist with Spec1a1 Projects =~ .

. » Assist with ‘coats, overshoes, etc.
. Supervise Field Trios

2

73
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-Prepare Instructional Materials Requested hy Stdff

Assist with Audio-Visual Edquipment and Materials
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SAMPLE

\
* REQUEST FOR SERVICE 5
.
SCHOOL ___ . L ‘ PHONE.N0; v
- o ' GRADE | NO;KOé
TEACHER'S NAME _____ . UEVEL _ CHILDREN
SERVICE ’ ;
SKILLS OR EXPERTENCES ngFERRED '
TOPIC (COMMUNITY RESOURCE) __+ )
TIME»OF SERVICE -~ DATE o B . kTIMﬁ, J
ALTERNATE TIME -- DATE _. i TIME v
WILD THIS VOLUNTEER WORK WITHINiTHE cﬁRnICULQM? “ ;
| WILL THIS VOLUNTEER WORK IN iﬁﬁipNRICHMENT PROGRAM? |
FOR OFFICE USE: S ‘_ ) :
REQUEST RECEIVED " VOLUNTEER PLACED FROM C.O. |
.o " (Date) '
REOUEST FILLED i ” SCHOOL |
(Date) ~ ‘ X '
REQUEST NOT FILLED ____ VOLUNTEER'S NAME
: . (Date) N - T o
REASON | B
v . y
C . |
R




. PLACEMENT FORM

i ‘
'WAMS OF VOLUNTEER ‘ _oaTe
" .ADDRESS - - -
‘numbgr T street
‘ ’city ' ' ' staté. ' ‘ ‘zip'code
scHOOL _____ | _ eRiNeTPAL
TYPE OF SERVICE _ o JOB _
SPECTAL SKILLS OR EXPERTENCES
BEGINNING DATE - , __ DAYS OF ASSIGNMENT
“ | . ‘ TIME .
REQUESTED BY “ . POSITION
'GRADE LEVEL _ R _ SUBJECT AREA

H

“Iflybu.have any questi&ng ¢oncerhing this assignment,

pleaié‘ball ' e - . , at the school.
Telephone Number _
oL »
L] (‘, b
5
& ‘\‘ s ) ' ‘}“ ) 75
) - -y ,

‘(4JU




ASSIGNMENT FORM \ N
- COMMUNITY RESOURCES

SCHOOL : _ ‘ PHOHE

TEACHER'S NAME — ' : .. PHONE

GRADE LEVEL __ NO. OF STUDENTS TOPIC

- VOLUNTEER'S NAME

*
TIME OF ASSIGNMENT DATE TIME -

-_u-u.-n.t--0-.---_.—;-u.—-n-.-““.--'-..nto.-‘u_..-‘n_u-o.oM-d-“-.

FOR TEACHER

TEACHER/CLASROOM REACTION (Please answer the following questions and
returh via School Mail to the Volunteer Services Office)

l. Please rate the volunteer's presentation for the grade level
he/she worked with today.

Excellent __Good Fair Poor

Please ra'te the material presented by the volunteer in terms of
its appropriateness for the age and level of knowledge of the
~ . students in the class, .

Excellent . Good _Fair Poor

3. Please list suggestions which mlght help the volunteer in future
prosentations,

[
Be WS e AS em b e Gw B RS N G0 e T WS N R M Y B e G0 e RS G WGP G Be e e NS G WP ew mm e me e e e B e

FOR _VOLUNTEER
VOLUNTEER REACTION Pleasce check the aporopriate responses and return

to the VOLUNTEER SERVICES OFFICE, COLUMBUS PUBLIC SCHOOLS, 270 EAST
STATE STREET, COLUMBUS -~ 43215 -~ USE SCHOOL MAIL, IF YOU DESIRE.

The teacher was responsive to my classroom visit,

The students were prepared to receive the material I presented.

The. students ﬁere attentive,

The students were responsive (questioned and/or commented).

. The material I presented was appropriate for the students' age
and level of knowledge.

The community resources chairman of the Volunteer Services
Office satisfactorily handled the arrangements for my
classroom visit,

et m———

(A"




* N -

PARENTAL APPROVAL FORM FOR STUDENT VOLUNTEERS

SR e

STUDENT ) s . . , .

Last Name ) First - Middle
SOCIAL SECURITY NO. PHONE
' ADDRESS

VOLUNTEER PROGRAM

NATURE OF DUTIES

METHOD OF TRANSPORTATION

My son/daughter has my permission to partzclpate as a

.volunteer in the above program.

. LY

Signatu&e df Parént




VOLUNTEER TRAINING NOTIFICATION FORM

e ____ NEEDS YOU!

- ‘Name of Program | S

from

SAMPLE

Training will begin ‘
_— date time

at _ . . in

building room #

Let us know if we'll see you, by contacting
natne of person

.

o

bpilding teléﬁgg;e nﬁmber

!

Please come- and léarﬁbmore about the program.

Volunteer Coordinatox

Telephone

78 -




] SAMPLE
. . | | VOLUNTEER SIGN-IN SHEET ‘
N\ | WEEK OF
L | NAME | ' DATE | IN | OUT | QUESTIONS, COMMENTS, REACTIONS
(
.
NK
]
® ' " WEEKLY B |
TOTAL §
E
N . P |
GG %
(7.1)




SCHOOL
ADDRESS
TELEPHONE NO.
PRINCIPAL

VOLUNTEER BUILDING COORDINATOR

1.

SCHOOL VOLUNTEER TIME SHEET

MONTHLY REPORT

(Due by First of Every Month]

L ]

AREA

2IP CODE __

O ———————————

£

Number of volunteer® serving

Number of requests

Number of requests filled

Number of hours served

Y

A




SAMPLE

“ o - SERVICE RECORD FORM

-

*NAME | o DATE

#SOCIAL SECURITY NUMBER

*ORIENTATION COMPLETED

| DAYS OF
BEGINNING DATE o __ ASSIGNMENT

7 N %IME

TEACHER OR COORDINATOH

STRAINING RECEIVED

) gECQRD OF HOURS VIORKED VOLUNTEER.: PLEASE COMPLETE THIS SECTION

DATE 19 19 ___ *). May we count onh you next year?
SEPT. __ f _Yes _-._ No ____ Possibly
ocT. *2, Would you like to serve in another .
NOV. _ capacity next year?
DEC. : - _ Yes ' __¥No
JAN. - If yes, in what capacity?

~ FEB. , . A
MAR. " —
APR. i} ‘. . )
MAY e - *Total Hours Worked _

)
»

* At the end of a volunteer's service, this form should be returncd
to the Volunteer Services Office. ,

‘81 _‘

-70- : “

. ’ - (8.1) f




VOLUNIIER _DATA_CHANCE FORM

. *HONE TELE, #

INAME , e , ... ¥DUSINESS TELE. # .
*ADDRESS o , —
N {number) {utrect)- {eity-state) (zip)
®SEX ¥ __< M ____ AGE: UNDER 20___ 21-40___ 41-60___ Over 60___
+#80C, SEC., # _. _ !
. *PERSON 10 BE nbnnan IN EMERGENCY e L YTELE. # .
. PAMILY--CHILDREN (How many) ... AGES ____ OTHER DEPENDENTS ni HOME _____
*PHYSICAL OR OTHER LIMITATIONS, IF ANY - v ’ .
*1;3 TEST (Datc) . . .
MEANS OF TRANSVORTATION--PRIVATE - BUS . Nonz ‘

*SPECIAL SKILLS AND EXPERIENCES (Please describe)

x ;
*PREFCRRED VOLUNTEER SCHOOL (Please spacify) e ‘\

DISTRICT (Please circle) N ~ NE =~ B -~ 6B « & « BN « :'l\- »
Public Non-Public '

*AVAILABILITY (Please circle) MORDM.' ~ TULSDAY ~ WBDN&_SD)\Y =~ THURSDAY «~ FRIDAY
9«11:30 a.m. - 1-3:00 p.m, After School

‘- P

*GRADD LELVIL PROIDHRED ({Pleesu ciiclu) Prueschoul Re3 3=6 7-5 10~12 &by

w a

"#PREPERRED VOLUNTEER PARTICIPATION (Please circle) Croup  One-to-one
*PREFCRRED VOLUNTEER ASSIGHMENT (Plonse circle)  Regular,  Special
*PREPERRED VOLUNTEER SERVICES (Please circle) Instructional Services «-
Classroom Assistance -~ Spacial Services -~ Monitoring Activities

*

WORK EXPERICNCE - VOILIMTEER OR_PAID

TYPE OF WORK - ' '
-~ |DATE | PRESENT OR COMPLETED _ORGANIZATTON ., | PAYD/VOLUNTEER
Yorsonal Refercnce E How did you learn of our program?

As & volunteex, I agree to work within the policies and procedures of the
Columbus Public School System,

Signature of Volunteer ’ Date

As an intervicwer, I feel thia applicnnt mects the qualifications of a
scliool voluntcer.

B3

8ignature of Ihtafviowor - biite

-

*Coda - *Placement v :

-
*Praining . *School _— |
Days & flours Amigncd ‘ . Starting Date j

AL | ., o (9.1)
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MODELS

FOR THE OPERATION OF THE
VOLUNTEER SERVICES SYSTEM

Overview . 3
A) Recruitment ‘ .
Community and Nelghborhood 75
Organizations, Clubs, Groups 76
Business, Injustry, Unlver81t1es oot
- - - and Colleges . 77
Retired Senior Citizens 79
Students T , 80 vy
Mass Media ’ - 81
. Public Relations .Dissemination , .
Techniques s 83
The Public Relations Commlttee . . 89
B) Placement .
Interviewing The Potential Volunteer - 91
§creen1ng ! 92
Decision of Placement . 93
C) Orientation !
Guidelines for Plannlng-a .

_ 5 Successful Orientation 95
e Types of Orienhtation Programs 96
Designs for Developing. Orientation
. and Training Materials 97

*'D) Training. “
Guidelines for Planning g
VoIunteer Training ; 100
Jﬁa’& Types of Training - ) 101
- 4 Design for Training Units | 102
‘Categories of Training . 103
’ "Sources of Available Training
and Training Materials “ . - 104}
_E) ‘Recognition and Retention ”
Retention of Volunteers _ 108
Recognition of Volunteers . 110

.

<Bor Further Information refer to:
Appendix E - Sample Public Relations
) Materials -
, Appendix F - -Sample Forms and Outlines
For Use In Orlentatlon and
Tralnlng Programs T ‘
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‘ - V "IV. MODELS FOR THE OPERA‘I‘ION OoF THE ‘ =
. e IR VOLUNTEER SERVICES SYSTEM ‘ - o

The Recruitment, Placement, Orientation, Training, .
‘Recognltlon and Retention Models found in ‘this chapter
. are designed to ‘supplement the administration and manage-
L ment ¢hapters which precede this chapter. The models
‘ are broad in scope to provide a comprehensive listing
of alternatlves, individuals may select materlals appll-
cable to thelr ‘specific needs. -
; o Primarlly the mddels stress the processes necessary'for
E, smooth operation of the specific volunteer actlv;tles.
§ : ' Sample materials, worksheets and forms -referred to 1n
& the ‘models may be found in the approprlate.appenélx .
sectzons. ) i e

“(7' -

] OPERATIONS | -

$
~ L

v
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promotional campaigns is mandatory. .

*and be prepared “to talk about it at all times. Many | -

MODEL FOR RECRUITMENT OF VOLUNTEERS .

Without volunteers, there c¢an be no volunteéer: program.
Volunteers with varying interests, skills and talents
insure that the many individual requests for volunteers
can be filled.

.

Once a need for a volunteer program has been identified,

a volunteer program developed to meet this need and volunteer

job descriptions defined, the type of volunteer to £fill a

specific position is determined, It is then the réspon-

sibility of the school volunteer program to £ind those .o

individuals with the proper interests and talents and to

recruit them.
‘ ) . S

No matter how efficient the volunteer services system is,

it is volunteers who make the system work. To maintain a
dyhamic volunteer program, a variety of constant, exciting .

\

Recruitment objectives may be: ‘ '

<To_ identify the parents, commun1€§’;eople, or other
individuals who have potential for hecoming successful
‘school volunteers.

~To develop promotional materlals for dlfferent .

audiences. !
~-To match the available volunteers with the present
needs. o ¥

-To recruit the number of vo}unteers necessary for
the school volunteer program to function at its

. optimum level. |

~-To recruit the best possible volunteers necessary
for each service to function at its optimum level.

~To provide adequate application forms for every
potential volunteer.

The job of recruitment is one of salesmgnship. 1In oxder
to be -successful, the recruiter must never miss a chance
to sell the school volunteer program. His goal is to -

recruit volunteers to fill each available slot and to do

~ this, the program must be presepted in a most meaningful

way. The recrulter must know the school volunteer program

, | " 85
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IS

procedures and materials for recruitlng volunteers are

listed in this section of the manual, Most will be useful
v ) . immediately to the recruiter: others will provide valuable Co- ;
: ‘ food for thought. ) :

-

In planning an effective recrultment campaign, the
recruiter should give attention to the f0110w1ng
principles:
~Attempt to recruit from a varlety of audiences. *
~Utilize various methods of recruiting prospective
_volunteers. , -
~Familiarize audlence with the entire volunteer
program. . ‘
~Show helief in voluntecr program.
~Bxemplify personal attltudes of:
warmth
congeniality o
enthusiasm . ; 7 .
. persuasiveness ’
~Attempt to select volunteers from a cross sectlon
of the community. . o
=Attempt to set up a pexrsonal interview for each. - .
N prospective volunteex.

A universal cohcern for a school volunteer program is how
to involve the uninvolved.and to enlist these people as
volunteers., When approach;ng the proapectxve volunteer,
ohe should:

. =~Present gpecific neeés for volunteer service.
~Enqourage both’ personal and grour involvement.
~Exp1a1n to potential volunteers that volunteerihng =«

is a "people project" and that they would be
welcome members of the wolunteer corps.
-Demonstrate apprcclatlon of the potential volunteer s
desire to serve. - -
~Maintain an awareness of ‘the person ahd the’ personal
touch.
~8tress recognitionh as a meaningful reward for
volunteering.
~Involve the interested volunteer in planning
activities,
(Foxr more specific information on Recognltion, refer
to Chapter IV-E),
’ Before beginning a recruitment campaigh, be certain that
the organized promotional campaignh will be able to.gi
~Explain the school volunteer program. ‘
~Explain the available jobs for voluhteers.
~Brovide appllcatzon.blanks for volunteets for -
specific jobs. .

Public relations materials and procedures are most effec-
tive when xrelated to the appropriate audience.

‘ ) The following pates list the audiences this model
addresses and the appropriate recruiting methods and o
matcrlals._ ’ - : , "




_ COMMUNITY AND®NEIGHBORHOOD
This section provides an outline for a schoql VQlunteer
program news release for all area media (1ncludlng
appropriate sample releases). This section describes

the community approach to program explanation, the appeal

- for volunteer personnel and the suggestion for the pro-
vision of a contact name, address and/or phone number
and an application form. .

Area Media
°  -News releases to all local newspapers
-Human interest . ‘
~Specific needs
~Paid Want Ad
~Newsletter mailed from school
~ ~Humah interest
' ~Specific heeds
- =TV and Radio
) ~Human interest
-Specific needs
~Provide paid written one—mlnute spot
! announcement
munity Hand-Outs .
- ~Brochure for community ’ ' .-
~Flyers for community "
~Letters to community
~Posters for community
~Speakers Bureau for community

\

1
g
Coz{

Neighborhood personal fecruitment (Each One Bring One)
~Publicize volunteer opportunltles which encourage
men to volunteer.
~Door to door campaign conducted by parents or
students.
~Distribute flyers ‘
~Discuss school volunteer needs
~Piscuss volunteers working in the local schools
and relate what some are already doing
~Invite neigb s¥s to coffee time at the school or
to someone's home (serve coffee, tea, cookies).
~Distribute flyéfg.
«~Discuss/ school volunteer needs
~Discuss volunteéers working in the local schools
and relate what some are already doing
~Phone people in the community - using Polk Directory
for names of people in the neighborhood.
* =Bchool parents (come and help with a special’

project).
87
iy
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ORGANIZATIONE, ‘cmiBé GROUPS < .

This section provides an outllne for a school volunteer
program news release for-all area media. This section
describes the interest group approach to program expla-
nation and appeal for volunteer personnel and the
suggestion for- the provision of a oontact "name, address
and/or phone number and an applxcatlon form.
Introductlon of Program
~Letter to describe volunteer programs
~Meet with a representatrve of group ot
~Present needs ‘
-Help set up proposed proqram < ‘

In-House Publlclty - _ o
-Newsletter . . ‘ - ) ‘.
~Bulletin Board o - '

Handouts
~Brochure
~-Flyers : )
~Posters T - L.
Speak at MEetlngs - uszng glide presentatlon avallable

Personal Recrurtment (Each One Recru1t¢0ne)

Publicize volunteer opportunities which encourage meh
~_to volunteer. - .

Explaln possibilitkes of an Adoptun-School Program ) \‘
-Can start with minimum of two volunteers and :
build-up until all school needs are met.
~Fills a need of a school close by
~-Can be one-to~one activities or groups ¢
~Is good for community relationships (Vvss awards)
~May help keep membership, recruit new menmbers
~-May be organized to offer school activity




) BUSINESS, INDUSTRY, UNIVERSITIES AND*éOLLEGES
Today, corporatlons and colleges are looking for ways to
become involved in the community. The time is right. This
section provides you with, some possible ways to implement
corporate volunteer programs. '

When looking at a company, check the followlng.
~Size -~ number of edployees
~The existence of departments that work in the
community, i.e.
~-Urban Affairs
-Public Affairs
-Public Relations

-

When approaching a company, consider the following:
-How will an affiliation with volunteer services
benefit the company
~What kind of exposure will the company get (some
want exposure and Some don't so consider alternatives)

When talklng about thé benefits of a volunteer program,
sell groups the following ideas: .
~Benefits of volunteering to the 1ndlv1dual (using
realistic situations and.examples)
-Benefit of volunteer service to the community
-Resources ’
~Accessibility
~Knowledge
-Positive company exposure (if this is a consideration)
Today most companies need to become visible in
their community. The community is requiring this
and the companies don't know how to respond., You
can help them in this way and act as an agent for
then.
The most important concept, regardlng approaching a
company, ihvolves offering mutual benefits, i.e. asking
for something and offering something back. Volunteering
offers many rewards and corpofatxons need to know about
“them. All too often community agencies approach a company
with their hat in hand: Vague reqiuests are often
~sneffective: the public relations person must have
gpecific needs detailed and a program for sexrvice which
relates to both company and volunteer 1nterests.

B
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| Idegs of selling program
. . ~Research a company and be able to converse with the
” fm erson about his company

. 4Know what is needed before asking

x\% ave good material on the school volunteer program -
" (fthorough preparation help to make a good first ‘
i impression)

‘vHave public relations ideas to sell:
~When the company volunteers are involved, ,
many local newspapers pick up on it ' B
-~Also, company hewspapers are a good way to
spotlight employees and employee exposure often
affects company morale. &
Participation in a meaningful volunteer program will help
people from the company to become more aware of the
community and its people. Also, it will help the communlty
to become more aware of the business and its efforts in
- the community.

What are the kinds of involvement potential volunteers
might pursue: -
~One-~to~One ‘
~Tutor ~ math, .reading, science, 1anguage, etc.
~Guidance volunteer
-Big Brother
~Conmunity Resource Volunteer
~Library Volunteer
~Field Trip Volunteer
~Consultant to Volunteer Services System in
. businesgs procedures
~Member of Volunteer Services Boards
_Agencies need corporate involvement and the agency board
experience can be good training for future corporate
leaders. The hope is also that the individuals involved
"mi.ght become pogitively involved in the total community
conicept.
Help to the Community
~Companhies have resources other than money which they
may be willing to volunteer or donate.
” ~Material ,
. © . ~Computer time -
' ~People
~Contracts (business) -
-Once a compahy becomes involved, it will be better .
able to analyze its needs and resources as they relate .
to volunteer progects.
«An involved company can act-as a catalyst to encourage -
other companies to beécome involved, This means
. recruiters sblicit the involvement of the company
that is a leader in the community, i.e., banks, etc.

90 -78- - .
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RETIRED SENIOR CITIZENS

Today there are more and more retired Senior Citizens
 who want to work within their community, to xemain useful
and to share their skills and experiences with students.,
Tnvolvement can keep the senior citizen young and active:
meaningful activity benefits both the old and the young.

Senior citizens can help in the school by:
~Assisting children with written work =
v ~Helping with reference work
~Preparing teacher's materials
~Agsisting with c¢lerical work
-Developing reference files
. ~Talking to students - offering friendship, etc.
~Working with simple skills - offering practice
opportunities -~ tutoring
-Offering guidance (career, situation, etc.)
~Providing arts and crafts education and/or experiences
MOST IMPORTANT OF ALL - A SENIOR CITIZEN CAN OFTEN REPRESENT
A CRANDPARENT FIGURE T0O CHILDREN WHO HAVE NONE

How to Recruit N

~Approach senior citizens' clubs and organizations

..Seek out local Retired Senior Volunteer Program
organization

-Contact city senior citizens' recreation centers .

~Contact local voluntary action centers

-Contact churches and temples

-Contact retirement organizations

~Contact neighborhood organizations

-Host neighborhood coffees specifically for senior
citizens. é




STUDENTS

Student publicity includes all materials aimed at students,
on elementary, junior high, senior high and college levels.

Students volunteering to work with students have proven
to be valuable volunteers. There are statistics which
suggest that students who volunteer frequently learn as
much and often Qore than those receiving the volunteers'
services. .

There are many ways to recruit student volunteers but
perhaps the most suitable methods would involve personal
contacts.

Check the schools
~Bulletin Board displays
~Flyers -
-Student Council (regarding service projects)
~Posters
~-Speakers Bureau developed in the school
~-Students voluhteer by becoming volunteerx
gpeakers
~Speech training offered

| Check school clubs
~Spealkers Bureau
~Plyers

Contact gplit session students
-Elective credit
~After school .

Cooperate with guidance counselors " .
~Blective credit ‘
-After school

- .

Publicize volunteer opportunities which encourage both
male and female stud%&%ﬁ’to volunteer.
AT 4] -

* UKt
A special applicatidégform‘has been provided for students.
(A sample of this form is provided in Appendix "E")

92
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MASS MEDIA

These are helpful techniques to be used when planning a
Recruitment campaign, The appropriate samples can be
found in Appendix "E“, :

Teh Commandments for Getting Alonag with the Mass Media
Hexe are 10 commandments which should put you on the
right road to winning friends in the mass media.

-Make sure all information is included in your
. Press release: who? what? where? when? why?
(and how much it will cost).

-DO NOT include a lot of repetitious, unnecessary
or extrancous information.

[
~Write simply and clearly. Don't worry about
style: all media rewrite to f£it their own needs.
Just make sure all the information is there.
~TYPE IT! Double-spaced. If you don't twvpe, fing
someone who does. NEVER SUBMIT A RELEASE WRITTEN
IN LONG HAND.

~-If you know of a specific person at the media who
handles your type of copy, send it to their attention,
Otherwise, address the envelope to the editor or
news director. -
~Be aware of deadlines for spot hows copy:

~fox the evening cdition

-for the morning cdition

~-for the 6 p.m. newscast

-for the 10 p.m. newscast

~for the hourly radio hewscast

. ~for weekly newspapers

~“fiming of press releases: for daily newspapers
. and broadcast stations a press release should be
sent between one and two weeks in advance of the
’ event, ®

~Always make sure the following information is
on every press release:
~The name of the group sending it,
=3 person and teleohone number to be contacted
for further information.
=A release date and time., (Example: “For
release in evening editions and newscasts,
’ Thursday, Dec.' 4") -
~That the item is of local interest. (This =
might also be mentioned on the encloging ‘
envelope.,) o

- ‘ E):; e | s
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x

-Never attenmpt to send your own pictures of an

event. All news media have their own reguire-
| ments for pictures and employ professionals to
! . take them. {Exception: a head and shoulders,
i . professionally done picture of a peaker, is
normally acceptable and often uelcomed )
L }

i
i
)
11

~Make sure your press release has a "news angle
| or a reason for sending it.
% ‘

"
aAnd that the most
important fact is in the fixrst paragraph.
Assueing the Useability of Matdrials

¢
Public relations was easier in the "old days" when any
pub 1city was considered by many to bc good publicity.
Today there is increasing competition for limited media
bpace.

For this reason, the public relations person in
charge should follow ten important steps to assure the
value and use of the materialss

\\

—Deflne the reason for secking publxcity. To be
newsworthy, each artic¢le or newscast must have a
purpose' ,

| -to inform

, ~to persuade

|~to initiate action

(

i~to facilitate social contracts

»Develep contacts. Develop a list of people to contact
_at the various media offices and departments. Know
who wants what the of story.

-Deveiop a good P.R. Reference File including guide-

lines from local media, .accurate names oflpeople tb

contapt, calendars of events of organlzatxons, past

. artlcles that are good examples of promotionay material.

~Time the rolease of the articles so that the various -
media are not running the same thing at the same time,

-Keep a mecogg of which media was scent what type of
article,

Vary'the types of releascs for each media
throughout the ycar.

~Release only nGWSwothy, purposeful material. Do
hot submit articles inﬂxuerxminatclg

-Focus on Lhc right audlénce and the correct way of
approachlng the group identified.

In other words,
the type of information and the style of the article
ghould be sultahle to the target audience.

«teet deadlihos. Type information correcctly, Be
.precise.

-Denignntc one person to contact media.
the publlc relations responsibility

Do not pass

around. Uniformity
and consisteney are hecessities when working with mass
media.

-~Express gratitude to media contacts for including
articles in a natural, low key way.

e 94
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DISSEMINATION TECHNIQUES POR PUBLIC RELATIONS

¥ . Press Releases ,
Press.releuses can be used hy local or neighkorhoo
newspapers, radio or TV. A press release is nothing’
more than a simple statement ¢f facts. It should not
be elaborate. ‘ '

~Types of information that are appropriate
-Announce an upcoming meeting ’
~Announcé a new staff siember : -
~-Inform public about new program or service
~Announce the reaching of a goal.
-Announce fund raising activities
-Announce an upcomihg event e
~Submit a follow-up report of an ﬁvgnt
~Notify media of a human interest story

~Include the "five W's" | ,
who - agency or club name
what ~ describe what's aoing on
where ~ the location of event
when - the date and time : %
why - reason for
how - how will program work

~Preparing the press release
i ~Use 8% x 11 plain white paper
~Double space
~Never use carhon
~bList media receiving releases
-Keep copy of release sent
~Date all releases
~Give full reference material upper left hand
corner

~-name of secnder
~address and phone
-place date for release on copy

~Know the correct procedures for usihg pictures
~-The media will often take the necessary pictures:
however, if this is not the case, hire a photog-
rapher and pay his price.' Quality photography
is esgential, ' .

- ) «It is customary to obtain a signhed release from
all subjects in a photograph. Pictures without
people in them are worthless. It is also impor-
tant to notify media a picturg is on its way or
that a good picture is available. Never throw
a picture away. Another use may arise for the
same shot.

~name of program o
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Radio and TV Spots

‘Radio and TV can use the same written annoumcements
-supplied to newspapers. ’

Twenty and sixty second spots are more often used
than ten or thirty second spots:; however, a variety
of timed spots should be included.

A page of spot announcements for TV usage should be
accompanied by slides of the logo, the name of the
organization and the telephone humber to contact.

These can be used in varying combinations by the media.
Slides of actual volunteer situations often catch the
interest of the viewer. Professionally prepared slides
cost approximately $10,00 each. . ‘

Direct Mailings

Mailings to a target audience  are effective, The
mailing can take one of many forms - a form letter,
a brochure, a flyer, a gimmick post card or an
educational pamphlet. - -

Cost is a factor here and should be taken into acc¢ount
in determining the usefulness of this promotional
technidque. Bulk mailing is the obvious answer but

can only be used when mailing involves more than two
hundred people.

s

Posters and Bumper Stickers :
Posters and bumper stickers are great promotiohal
tools. They give a first glance impression so it
should be brief, catchy and good in design.

Generalizable Printed Matter )

Brochures, flyers, pamphlets, leaflets or booklets

can be developed for general background or educational
information or for a specific purpose. Since cost

of printing and paper is high, the information should
be general and valuable enough to warrant printing

- large quantities and using these jover a long period

of time.
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for collecting information and developing the news-

Newsletters -
Newsletters are an inexpensive means of communicating
with people involved in the program or those interested
in staying informed of the latest developments.
Newsletters can yelay mecting or training notices,

the latest “"great idea®, capsule articles of specific
occurrences, changes in policy or procedures that
affect the reader, etc.

Acquiring the information for a regular release is
a large task. The person or committee responsible

letter should remember the following techniques:
-Keep your ears open. If something sounds
interesting, make a perscnal contact w1th
the source of information.
~Know to whom to go for the most*information:
Volunteer Program Chairmen and Area and Building N
Coordznators should have the most information S
about what is happyning with volunteers. Keep
in touch!
~Inform all people connected with volunteer services
of the telephone number to ¢all if an interesting
story occurs. Relaying information verbally is
— . generally easier for people than having to‘write
it down. Make it as easy for the relayer of
information as possible., The burden is on the
reporter to follow up on the details.
~Supply everyone with a news report checklist.

PHONE NUMBER _

. . SAMPLE -
Dear Volunteer:
We ask ONE MINUTE of your time~-5ust a qu1ck rundown
over this checklist of items we might use in the hext
issue of the newsletter:

Do you have information concerning:
—.. A novél classroom project

Suggested. volunteer reading
Suggested programs for volunteers

v Volunteer activities that should be commended
Summer plans for study or travel
Completion of a wmovel project
Suggestions for improving communica;ions within
the school volunteer program
Awards or distinctions rececived by a volunteer
A volunteer systom used in another school district
that might well be put into practice here
Questions about school district policy that might
be of genéral interest to other volunteers
Questions about new buildings, new programs, = --.
changes in curriculuns, etc., expressed by a
number of volunteers

Honors that have come to a student through the

efforts of his volunteer
Another item that would be good to include in
the newsletter
Other:

Please send this form to Volunteer Services, apbro~.
priately checked, bLefore the end of the month.

Thank you, ' 99

t——

HH

YOUR NAME




Spealer's Bureau

. A speaker's bureau is one of the newest nmethods employed

to gain support or generate interest within a group.
~The Speakers
The speakers should be carefully chosen and have
the following qualifications: B
~Be a schoul volunteer )
~Be able to express self effectively 2l
~Be able to speak of owh experiences and reactid
as a school volunteer bts‘
~Be able to relate history, services and necds o
the school volunteer program
~Be available to speak as assighments are made
~Be an effective speuaker in a large or small aroup
~Be an effective speaker in group situations
~Be able to suggest how a given group may volunteer
or give agsistunce to the school voluntcer program.

~Training of Speakers
A suggested training session might involve:
~Suggested outline for presentations
~Techniques of public speaking ¢
_=Practice se¢ssions
T «~Devices to use in presentations
~Appraisal of effectiveness
~Expected outcomes at presentations

~Materials Used in Presentations .
~Title cards
animated cards 5 .
£lip or pull cards - .
letters over picture g
-Transparencxc
«Slides
~"Live® performances
-~Puppets .
audic introduction
visual introduction with cards
~Books ¥
pages turned to tell story
~Charts or posters
~Audio effectsg
theme music
background music
sounds of voluntcer
sounde of children

~Materials provided for the audience
-Brochurce explaining volunteer programs
~Application forms
~Other informative materials appropriate

’ to the audiencoa

Other P.R. Materjals and Methoda
~Outdoor advertisging
~Loudspeaker cars
~Spotlights in the sky
«Skywriting :
-Proclamations
~Personal interviews -~ news conferences
~Lotiters to the editor
~Digplays and exhibits
~Plastic tote bays or hadges :tating theme
-Open houses 100 s
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. THE PUBLIC RELATIONS COMMITTEE .

A Public Relations Committee is vital to the life of
contihuous promotional - public relatiomis canpaigns.
For each campaign a plan is established including:
~The goals of the campaign ”
-The target audience o ; .
~-The resources heeded/available ‘ -
~-The media to be used ” | ’
~-The priorities
- ~The schedule to be followed
-The cost -

A viable committee should include menbers capable of
and responsible for:
-Organizing and coordinating committee activities
~Contacting the media, providing hews releases,
arranging for pictures, working with the public
relations department within the school system
-Gathering, organizing and editing the newsletter
-Distributing and mailing all materials
) ~Organizing and coordinating the speaker's bureau
‘ ~-Finding and creating new ideas and materials




MODEL FOR PLACEMENT OF VOLUNTEERS

Once volunteers are recruited, they must{ be placed in
assignments which best use their talents and which represent
areas in which their services are needed and requested.

This model provides the methods and materials necessary

for placing large nuMberv of volunteers into school volun-
teer programs.

Objectlves of placement may be developed-as follows.

~To analyze the individual's ability to provide
services through the volunteer program.

~-To place each volunteer according to the job to
be done and the qua}lflcatlons required for
effective job per formance.

-To ascertain whét 'kind of service‘a volunteer
prefers to perform.

-To determine the time and 1OCdt10n a volunteer
is willing, to work.

~To make‘voluﬁteers aware that changes in placement
can be made and can be initiated either by the
volunteer or the school personnel.

The  model is organized into the three processés,

interviewing, screening and decision of placement,
which comprise the total placement procedure.

102
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INTERVIDUING THE POTERTILL VOLUNTEER

The purpose of a personal interview is to determine whether
the potential volunteer will be useful to the program and
if so, where the prozpect's talents can best be utilized.

Interviews are usually conducted by the Volunteer Building
Coordinator. However, the procedures for conducting an_
interview cah ke taught to others who might wish to be
involved in this phase of placement. i
To make the interview meaningful, the interviewer should
have a definite idea of the personnel requirecments of °
individual voluntcer programs including the talents and
skills which vill be necded by a potential volunteer to
participate in the volunteer program in question. The
interviewer should also be able to cvaluate an applicant's
personality to determihe how the applicant will relate to
othexs involwcd in the volunteer program.

The aims of the interview are:

-To becone acquainted with the potential volunteer.

~=To develop understanding by the prospoctive ;
volunteer of the program. .

~-To make the potential voluntecr feel needed.

~To identify what the volunteer is prepared to
contribute, '
-To identify what the voluntcer would like to do.

There must be give and take in the interviewinyg process.

The intervicwer collecls data on the potential volunteer

conhcerhing:
~Interests
~Talents
~Skills
~-Abilities
~Personality

The interviewee learns about:
~-Purposes of the program.
~-Need for volunteer help.
~Responsibilities involved in the various jobs
within the volunteer program.

There will ke times that a personal interview will be

- impossible to set up:; thercfore, a telephohe interview
may be conducted. It is wiscr to cohduet an interview

on the telephone if a personal interview is nat possible
than not to interview at all. If the interviewer still
has questions about the telephone interviewece, a personal
meeting can still be arranged as a follow up.

An interview is a converation whether it occurs on the
telephone or in peorson. Complete guidelines for inter- -
vicwing voluiiteers have ‘been provided in the Intcrviewer's
Handbook, appendix “"G", <

. 108
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SCREENING

What kind of individual should the school volunteer be?
. If a magic formula could be devised, the ideal school
volunteer should: '
~Be a friendly, reliable, flexible, young or
mature adult. ‘ :
~Have an interest in children and a desire to
work with them. ' g
-Have a good professional attitude, inttrest and
enthusiasm for working with young people and have
ability to work cooperatively with school personnel.
-Have good health and good moral character. ,
~-Have adequate communication skills., Anfimportant
exception to this qualification is the volunteer,
who, though she may know very little English, can
converse with a non-English speaking student in
his own language and make his school environment
more understandable to him.
~-Recognize that educational handicaps contribute
largely to the waste of human resources.
~Feel deeply an obligation as a citizen to support
and help the schools in their effort to educite
each child to the limit of his capacity.
- -Already have - or be willing to acquire - skills
. : that are needed in the schools.
-Have talents that can enrich the school program. -
~-Simply have time and a willingness to serve.

Analysis of motives can determine interest in a school
volunteer job, ability to do the wotrk involved and the .
value of the volunteer to the program. Frequently v
expressed motives for.volunteering include the following:

-Service to the community.

~-Need to be needed.

-Need to combat monotony and desire for expansion

of interests and activities. -

~Need to volunteer because others voluntecr (conform

to social norm).

-Need for social interaction (often a form of therapy) .

Once on a job, a volunteer develops new awareness of wh%t
this service means and frequently the volunteexr develops

a new attitude toward the job and often a more meanhingful
reason for volunteering emerges.

' The Volunteer ‘Building Coordinator must be trained to
. . assess'thf jnterests and abilities of the potential
volunteer, to make assignments which afford the most
meaningful experiences for the teacher, students and
volunteer, 104
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DECISION OF PLACEMENT
A volunteer is placed only if a teacher requests service.
The request for "service is sent by the teacher needing the
sexvice to the Volunteer Huilding Coordinator who ultimately
makes the decision for placement. The coordinator should
be positive in his decision und should help the volunteer
prepare for his/her assignment. :

~The decision may agree with the request of the volunteer.
=The decision may differ from the request of the volunteer.
~The decision may be not to use the voluntcern

Usually the first decision is reached, and the veolunteer
accepts the logical job “for him. If the decision is
different from what the volunteer had initially desired
but more suitalle to the abilities of the volunteer, the
volunteer is most often happy with the placement.

The coordinator should make every attempt to place a
voluntecr §s soon as possible. Enthusiasm cannot be
maintained forever and the program is losing hours of
well-motivated time if placement is delayed. If there
-are legitimate delays, the coordinator must be certain
to explain this to the vo}unteer.

If the decision is reached that the voluntec? does not

fit into the program, the coordinator should have considered

the reasons for not using the volunteey based oh the
qualification of a school volunteer.

The difficulty of not placing a prospective voluntect
occurs hecause: )
~-A free gift of time and help has been offered
~This frece glft is beiny rejected .
~Anxiety may develop within the velunteer expressed by
-Hostility and anger at the coordinator of
the program e ‘
~Depregsion caused by feelings of inadequacy
~Relicf after rcalizing this was rcally not
the desired placement

These difficulties may be overcome by: .
~Explaining the decision courteously o
~Being honest
~Epphasizing the strengths of the volunteer
~Discussing other ways a volunteer may help
~Referring the volunteer to another program or agency
~Referring the volunteer to a social service agency o

for assistance -

When placement has been completed the volunteer should be
introduced to staff and other volunteers, and arrahgements
should be made for the volunteer's orientation and training.

After a placement, orientation and training decision has
been made by the volunteer and. the Volunteer Puilding
Coordinator, the placement form is filled out. It is only
after this form is completed and stapled to the intexrview
schedule that the Data Characteristics File xeceives the
volunteer's name and other appropriate information.

The placement of a volunteer in the right job is crucial
to hig/her carecer. The placement must be done cautiously
with koth parties rememboring that no placement is final.
Placement changes can be ihitiated by cither the volunteer
or the teacher, 1 0 | 24
R - ‘)
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. of volunteerism in the system, the need from which it grew

MODEL FCR ORIEETATION OF VOLUP"I‘FEERS

Orientation is the process of acquainting the volunteer

with the school program as it relates to volunteers. To -
understand how they fit into the total yolunteer program,

the volunteer heeds to understand something of the beginnings

and the kinds of services volunt¢ers are currently providing

in the schools. Volunteers are also interested in being

part of a growing organization; they can become very excited

when they hesr about volunteer programs planned for future
implementation.

Orientation really begins with the volunteer's first ’
association with the school volunteer organlzntzon~

thexefore, much of the information related in answering

inquiries concerning volunteer opportunities or inter-

viewing potential volunteers is orientation information.

Once a prospective volunteer has decided to offer his time

to help in the schools, an organized orientation program ©
should be available. Providing this orientation for centrally
recruited program volunteers is the responsibility of

the volunteer services staff. Building persohnel are

xespongible for orienting classroom volunteers recruited

from the individual school community. It is, of course,

desirable that volunteer orientation octcur before the

voluhteer beginsg to work. “ V"J

The purpose of orienting volunteers is to prepare the
volunteer tor scrvice in school voliufitcer programs or in
the individual school within the framework of the policies
and procedures of the volunteer scrvices system and the
participating schools.

The goal would then be to staff »chool voluntecr positions
with thoroughly oriented volunteers. Objectives for an
orientatzon program may include the following points:
~Orientation should tragsmit pogitive attitudes
fundanmental to successful school volunteering.
~Orientation should establish for volunteers the
need for jobs they will be doing and what benefits
students will receive from the time they give.
~Orientation should provide the volunteer with
information about the aims, ob;cctivea, polzcieu,
ant procedures of the volunteer program.
-Orientation should stress the relationship of the
individual volunteer's speeilfic job te the purpose
and work of the total program as it: reiates to

the school and its persohnell
~Orientation should make the volunteer aware of

the basic organizationhal structure of the school

and its volunteer program,
~Oricentation should include a' definition of the

volunteer's role as a complimentary momber of

the school educational team.
~Orientation should provide an oppottunity to

distribute handbooks and othér printed pateriasls
pertaining to voluntecrism and the voiunLgFr.
~Orientation should promote apfcelinq that ‘a

volunteer is a vital, forward moving, intercated .
and inngvative part of cducation.,

106 -
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CUIDLLINES FOR PLANNING A SUCCESSFUL ORIENTATION

The general orientation should be a special event involving
all school volunteers, representatives from administration,
community represcntatives and staff. The invitation for
participation could also include anyone in the community
who might Le intexested in school volunteerism. If£ this
is done, the opportunity for further questioning or for
signingLup should occur after the general meeting. (This
offers hn excellent forum for recruitment,) Orientation
for building voluntecrs should be planned by the Principal,
Staff Coordinator and Volunhteer Building Coordinator with
the cooperation of the Area Coordinatox.

Pre-Plannibe
Obvioucly, carcful pre-planning is essential for a
successful orientation: Attention to details is important.
Selecting a pleasant place for a meeting and ‘providing
adequate seating, name tage and friendly people to greet
and make welcome those who attend are some of the little
things that help create a good climate for the session.
The following list enumerates adbitional items requiring
planning attention:
~Competent Orientation Leader.
~-Representative from Voluntecr $exvices System (normally
the Arca Coordinator). :
~Interesting, stimulating program participants, .
~Meaningful audio-visuial material, -
~Good publicity - the “"invites". )
~Opportunities to recruit intercsted visitors - an open
invitation to the school orientation session may bring
in interested people from the arca who hiave not yet

"signed up". ‘ ‘
~The "“coning out" of t? community (volunteey participation).
~Represcntation from ufper administration (deneral
volunteer orientation only).
-Representation from Poard of Education (general volunteer
orientation only). .
Information Incinded in the Orientuation Program
~History and structure of voluntecr services.
~Purpose, goals and objectives of the volunteer program
including the value of voluntecrs in education.
~Areas in which volunteer assistance is needed, including
basic gkills required in each area.
~Role of voluntecr, how he relates to school, staff,
coordinater, students and community.
~Personnel policies, procedures and regulations affecting
volunteers in the school building.
~General characteristics of the groups with whom volunteers
will be working.
~Duties the volunteers will perform.
~Whom voluntecrs may approach to get advice, guidance
and information.




TYPES OF ORIENTATION PROGRAMS, .

Burilding 0r1tmfation >

~A well-planned orientatlon can be meaningful - the
participants feel they belong to a large vital
organization. . .

~Orientation represents an opportunity for good publxcxty
for the school in the neighborhood.

=Orientation represents an opportunity to brlng out
ihterested people who may want to volunteer but need to
" decide if they will £it before actually offerxng their
services.

&

General City-ide Orientation
~Big prograw con be lwpressive - the partiecipants feel
they belony to a large, vital organization. ‘
~Chance with only one central program to get community
leaders for speakers. '
-Chanee for good publicity.
~Chance to bring out interested people who may want to
volunteer hut need to decide: if they could fit before
actually offering their services.
-Channeling all efforts into one big program rather than
fragmenting cfforts. !
The disadvantuges of a large orientation could bhe that
a large group often lacks a needed personal touch and that
a poor turnout to a big orientation is very discouraging
to all. Seating, coffeeing, and passing out materials
to a mass is diffienlt to do in time lines. Some area
volwnteers may feel unc&mfartablc at a "social function"
orientation.

Mternntive Appwenchan ta Orientation ’

In addition to oricntation of voluntcers offered to an
all~city or all-hbuilding audicnece, orientation materials
should be available for other special groups:

~Orientation for individuals reeruited after the central
orientation has occurred, This orientation could occur
T anytime after the initial orientation. Perhaps vhen
15~25 new volunteers have been recruited, a follaiw-up
orientation could be planned.

~Oritntation for speceial groups intebested in volunteor
gorvieces. This orientation could be prepared for a
pusiness or organization ond eould be offered at the
regularly scheduled gr@up meeting of that business or
organization,

~0rientatioh for people unable to attend xegular volunteer
orientation sessions. This.orientation could be offered

- by tape recording or video taping a planned oricntation
gsession and making tho tape available for viewing by
individual or small .groups of voluntecers at their con~
venicnce.

~Oricntation one-to-one. This orientation could ba
handled by planning an individual session between a staff
person and the voluntecr using all availablc printed
_material,
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DESIGNS FOR DEVELOIING ORIENTATION AND TRAINING MATERIALS

..
b «

- Désian for a Volunteer Services System Manual

Purpose - To coordihate building level and central
office based_volunteer‘services operations into
-one comprehensive manual. N 7 .

‘-

- . ' Goal =~ To disseminate the school volunteer
managesient systom u011c1es, procedures and:
. 7 —materlals to the individual schools using the , .
: ~ system and to centrhl office based volunteer
program pcrsonnel.

. Objectlves‘, \ - :

-To makg avéiléblé clear “workable® compiete
set of materials to system users.
-To identify étandaré pnlicies and procedures .

of the Volunteer Services Office as they
relate to the school system.

{ To list materials and services available
including the procedures for reguesting these.

-To present clear communication guidélines for
. information dissemination and feedback within
. o the systen.

-1'o present standaxrd descriptions of positions
and duties pertaining to individuals, staff
i and volunteers, working within the system.
Target Audxence * - i
. The manual represents the compilation of the total
materials to be used by the management system of
the Voluhteer Services Office. Therefore, this
manual represents a major work in both scove and
gize. A complete manual will be housed in each
school bffice involved- in the management system
* volunteer program and will be available as a
regsource to all individuals, volunteers and staff,
involved in the program.

Each areca coordinator will also be provided with

a school volunteer program management system manhual
to be used as a resource for establishing building
volunteer programs. The ‘Volunteer Services Central
Office. will be provided with an adeguate number of
manuals for servicing central based programs.
Handbooks ¢ontaining specific materials will be
prepared for the personal use of specific groups.
(volunteers, teachers, chairmen, etc.) 1nvolved

in the school voluntger program.
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Desi;n.fdr VolunteertSefvices S stem Handbooks

Purpose - To. provzde spec1f1c handbook materials
_for those groups involved in a Volunteer Serv1ces
System. ‘ 5

¥

.Boal - To disseminate the school volunteer services
system policies, procedures and materials svecific
to individual job descriptions of groups involved
with the total Volunteer Services System.

Objectives
777 7 -To make available clear "workable" materials
specific to groups involved 1n the management
system. :

-To 1dent1fy policies and procedures as they ‘
relate to the groups 1nvolved in the Volunteer‘ o
; Serv1ces System.

—To list materials and services available to
groups involved in Volunteer Services System
including the procedures for requesting these.

.

-To present clear communication guidelines for °
information dissemination and feedback as they
- relate to groups 1nvolved in the Volunteer
Services System. 5
- -To present standard descriptions of positions
and duties as they relate to groups 1nvolved
1n the Volunteer Services System.

Tarqet Andiehce

Handbooks containing information pertinent to
. specific audiences should be provided. The
‘material available in these handbooks represents
a careful abstraction of the contents. of the
comprehenS1ve volunteer services manual

~Tyges;of Handbooks R )
Area Coordinator Handbook | s
School Administrator Handbook S

'Building Volunteer Chairman Handbook )
Staff Coordinator Handbook L

Volunteer Handbook Ly .
- Teacher Handbook . | b b
' Advisory Council Handbook ‘ S e, 23 44

Central Offlce Volunteer Progranm Handbook,o‘ T
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MODET, FOR_TRAINING VOLUNTEERS

Training is different from orientation. Training is a
process for providing the volunteer with specific' tech-
piques and skills which he can utilize in his volunteer
gservice. Training falls into three basic categories:
pre~service training, on-the-job or in-gervice training
and on-going training. ‘The goal of all training offered —

to the volunteer should be to upgrade the knowledge,
skills, confidence and motivation of the volunteer.

¥When developing training modules, an effort should be
nade to identify existing training programs applicable
and available to volunteers in any area. To do this is

'hp'avoid:repetition’in~p1anniﬁg time and_in costs for
" providing training.

Bffective training must make available enough specific -

information’ for a volunteer that the volunteer services
rendered are meaningful and rewarding for the school
population served and for the voluntecer. Adequately

_preparing the volunteex alone is not enough. Adninis-

trators and teachers also.need direction to utilize
most effectively voluntecr sérvices offered and to

- provide meaningful guidance, asgistance and on-the~-job

training for the volunteer serving in the classroom or
in special volunteer programs.

fhe purpose of developing a training program is to
provide training appropriate to the duties and respon-
sipilities of voluntcons enrving in a particular
voluntecr capacity within the framework of the policies

. and procedures of volunteer services and the school -«
“system. The goal of training would then be ta upgrade : .

the quality of school volunteer pexformance py providing
knowledge, skills, confidence and motivation. :

Opjectives for a training coutse may include the

following points:
_To offer training which is specific and practical.

-To offer training which is flexible and varied to
coincide with the interests and hackgrounds of the
trainees. B

-Po offer trainihg which is varied in technique
of presentation (lecture workshop, role playing,
buzz sessions, panel discussions, video or
audio tapes).

—To offer training which involves trainees.

-To offer training needs which provides for the
development of volunteer leaders.

~To encourage training pe§sonne1 to éxplore and
utilize community and school regources available
for training. ‘ :

.To offcr training which is continually evalusted
and updated to pffer trainees that which theéy
need and desire. : :
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GUIDELINES\FOR PLANNING VOLUNTEER TRAINING

Training should answer volunteer service needs and the
methods will be determined by these specific needs.
The methods for training should include the following

when-applicable:
-A packet of materials for the volunteer's 1ndependent

home study would be valuable 1f the volunteer is unable

to attend trainitg sessions.
~-Multi-media presentations used in group dlscus51on

(if applicable and available).
-Presentatlon of spec1flc skill 1nformatlon and approprlate
practlce sessions.
~On~the~job training when appllcable.

The Volunteer Services System strongly advocates continual:
training for volunteers and staff in all areas which could
increase skills and abilities or could foster positive .
growth™ in undé¥standing childfen and developing a mean-
ingful and usable philosophy of education.

The Volunteer Services Office provides consultation ané
assistance in developing and providing specific training e e
- programs identified as valuable and desirable at both the
building and central program levels. -

To facilitate this training objective, many sources for
materials and expert conducted training sessions have been
investigated in an effort to utilize positively the vast
resources of the community and to offer volunteeér

sexrvices personnel ghe very best training available.

Encouraging volunteer growth is a major concern of the
volunteer services system. The classroom teacher assists
in training the volunteer to adjust to classroom team
work but should not be asked to provide specific skiils
training. The volunteer services system will provide
training for volunteers in specific skill areas which
' the teacher/volunteer team identify as important for
the volunteer to acquire and to hetter assist the teacher
in the classroom. To identifv these needs for skills .
training, the volunteer services system provides a train-
ing needs assessment form. The teacher and volunteer *
working together should petriodically determine the skills ]
which would be valuable. After tabulating the response '
provided by the traininhg needs assessment form, the area
" coordinator can collect needs and plan tramnlng sessions
to meet these 8specific needs. 1412 ‘
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. : . TYPES OF TRAINING i

. « Pre-Service Training - )
. ~Definition of objectives to be achieved by - - .
S ‘ volunteer help.
~Discussion of basic skills needed (also those
which if acquired could upgrade the volunteer
offering). »
~Discussion of princzples of child and adolescent
development and learning pertaining to the vol-~ _
unteer area and age group. }
-Information about learning characteristics of
the group with whlch thé volunteer will be
working. |
~Pregentation and discussion of written material -
pertaining to the volunteer s service,
~Outline of specific dutiés.
~List of whom to go to for help if problems arise.

F‘ In~Serv1ce Trainind
| ~Adequate direction from the classroom teacher o
to assist the volunteers in becoming acquainted
with the work sitvation (i.e., building, class- _ _
robm, equipment) and their volunteer responsibilities. i
~Adcguate direction from the building coordinator
whe should be available to the volunteers to
observe, guide and encourage their work and to -
~act as a liaison between the Volunteer Services = -
. Office and the volunteers in disseminating
information and collecting reports. ° ‘ -
) -~-Adequate avenues for fecedback. Changes in
attitudes and skills occur ag a volunteer works.
Volunteer inout, sharing of ideas which have
' ’ proved successful, should be encouraged by the
Volunteer Sexvices Cffice.

~Opportunities for a new volunteer to work closely )
with a trained volunteex when applzcable.

On-Gojing Training
~Practice and reinforcement of skills (varying
the method of presentation).

~Courses offered to all volunteers ineluding -
offerings in cducational human relations and :
vital skills areas. ‘
~Information concerning pertinent community train-
ing available to the volunteer {(i.e., OSU
continuing education offerings, etc.).

~Library of "how to" manhuals, reading lists,
literature about programs in other school
systems, etc. for the volunteer %o check out

and useo.

~Individualized tra;ninq courses using tapes and
mahuals (this material could be housed in a
‘volunteer resource laboratory and be available - -
at the voluntcer's convenience).

~Resource materials “shared” by other active 7
volunteers. » ; e -
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" DESIGN FOR TRAINING UNITS

'I. : Purpose ' - :
: : The statement of rationale or reason for offering the
training unit clarifies the need for training.

s Goals :
A list of end results toward which the training
unit is directed clarifies the projedted outcomes
of the training unit, ‘
‘Suggested Group Size ,
Kumber of people easily uccommodated by the suggested
training unit process;rg:zy‘many training units, any

- number of participants be accommodated: for some
units, however, a maximum group size should be suggested
when the training process dictates small group inter-

" action, exercises or laboratory practice sessions.

Time Reauired , -
Generally speaking 1-1/2 - 2 hour woxkshops represent

the maximum hlock of time available from-volunteers

or school staff on working days. Training programs
scheduled for Saturday or school day on which teachers

‘ have arranged released time could combine several
single training units.

Physical Setting’ -
. - The ideal place and the arrangement of the facility
need to be considered €or maximum unit cffectiveness
-in light of goals 1isted, materials utilized and
pProcesses employed., ’

P

Process * .
#  The sequence of events which will best facilitate the
) particular goals established greatly effects the
overall success of a training unit. -
General Program Format -
A workable general format or outline might be as follows:

X (53
~Time: 1-1/2 - 2 hours , .
~Introduction of school and voluntecer personnel, etc.
~Skill Seusion - vary techniques possibly including
. _expert's lecturetto-and-a practice session for - - o — - -
" participants
~Summary ) ) }

. Matordals ., = °
’ _ A listing of miterials necessary to present a training
~ session should be completed. This will enable
trainers to obtain and/or prepare thosc specitic

© items needed for the session.

Jon .
v i
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CATEGORIES OF TRAINING

The training options which follow will be available

upon reqguest from Volunteer Scrvices devendent upon

_current availability and ¢ schefuling. Training sessions
- may be adanted to specific volunteer services aroups

{program chaxrmen, volunteers, advisory council

member s, ete.)

Educational ‘
~Phllosophlcal/bonucptual
~Specific knowledge (new math, etec.)
~Child developmnnt

Humgn.relafinns
~Effective human being
~Hunanistic school system -
~Ethhic and cultural awarchess
~-Self~concept
- ~Problem solving process
~Conflict management
-Helping relationships
__ ~Communication process
~Leadership training
~Team buildihg

Group_ Dynamics
~ =Group ecology = e
~Steos of group developrent
-A brief and practical explanation of
human behavios
~The communication process
~$ending and receiving information -
~Communication in groups
~8kill development
~Problem solving
~Decision making
-Behavioral styles
~Activities and hehaviors needed fox:
group success
~Individual styles of hehavior
~Consultation skills
~Intervention in groups
~Helping and consulting -

P,

B

Spe¢ial Skills 7 ) S
~Clerical
-Typing
=Filing
~Duplicating
~Grading .
~Recording ‘ .
~Artistic
- «Physical activities
~Audio-visual
-Story telling
~-Crafts
~Display
~First aid ‘_ .
«Public speaking
1156
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_— L S Indiana University

SOURCES OF AVAILABLE TRAINING
T 7 " AND TRAINING MATERIALS

Aucdio~Vieual Materials

1} Filmstrip General Programmed Teaching
Teachers Workshop Unit 3
Good filmstrip shows relationships of
teachers and volunteers, Presents
positive suggestions for teacher/vol-
unteer/student relationships.
For Purchase Only -~ Ohe Unit $50.00

2) Film The "Act of Human Civing
Des Moines Arca Communmity College
15 minute/color/16 mm
- Gouod film portraying the oocratlon of
o a school volunteer program.
For Purchase -~ $90.00 per print*
Rental - $3.50 per week

3) Pilm The Volunteers S

55 minute/bw/16 mm

Good filmed essay of young people

from Volunteers for Service Overseas

(A British organization similar to

_ U.S. Peace Corps) working with people
in several Malowi Villages avplicable
. only to general philosophy of volunteerism.

For Purchase ~ $265.00
Rental - $11.75

4} Film Rirst Friends ‘
' International Film Bureau Inc.
22/minute/color/16 mm -
Good f£ilm which deals with the sociali-~
gation among pre-schools
For Purchase -~ $285.00
' Rental - $17.50 :

5) Film My Name Ts Children
Indiana University
* 60 minute/bw/16 mm
: Good film explaining child centered
learning. Introduces children effectively.
Rental - $12.00

6) Film The Riaht to Read

Bducational Film Catalog . «
Modern Talking Picture Scrvices .
27 1/2 mirute/color/16 mm
Good film showing the problems of
illiteracy in human terms and what
can be done to improve reading ability

- for people from all walks of 1life,

- © On Loan Free

116
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3)

9)

209
.11)
12}
13)

14)

15)

Fi#m

Filmstrip
Record
Booklet

Telgvisionﬁ

Training
Colymbus
Channel 34

Filmstrip
Audio Tape

Filmstrip
Record &
Guide

Filmstrip
Audio Tape

Filmstrip
Audio Tape

Filmstrip
Audio Tape

S1lide Tape

The Plcasure is Mutual
Film made by the Viestchester County, N.Y.
Library system
24 minutes/color/16 mm '
How to conduct picture book programs.
The £ilm shows a variety of acdults
presenting picture books to small aroups
of children.
Available through the State B
Film Library from Voluntecr Services Office

Parents and Teachers Tooether

{For the Benefit of Children)
Mational Education Association

14 minutes/color

Two part filmstrip {one for parents

" and teachers and one for teachers alonc)

Pictures actual parent involvement with
discussion of rationale for parent
school involvement and teacher respon-
sibility for involving and using parents.
Available for purchase from
NEA © $24.75
Available on loan from Volunteer Services
Office

To Aid, To Learn

In=Service para-professional training.
8 20 minute programs with printed
guidebook provided.

Consecutively scheduled and aired
throughout the year on Columbus,
Channel 34. (1974-1975 schedule  to
be provided for voiunteers)

Matexials designed for para-proicssional

school employees but geonexally appli-
cable to school volunteers as well.

“Administering a Student Tutoring Proqram qu
12 minutes
< Available from Volunteer Services

Office

"I Am a Teacher Aide"
Available from Volunteer Services
Office

"Yhat Is Feedback"”

12 minutes
Available from Voluntcer Services .
Office

"Promoting Participation®

12 minutes
Available from Voluntecr Services
Office

“Using Audio Visual Equjpment"
12 minutes
* Available from Volunteer Servxccr
Office

The Siqnificant Other

(Colunbus School Volunteers in Action)
15 minutes
Available from Volunteer Services

Office
117
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Community Training Resources :
Many community organizations, businesses, institutions
and school system departments offer resources for
providing excellent specific training for volunteers.
Involvement ranges from actually offering training
personnel to consulting on training planning to includ-
ing school volunteers in existing training programs. _
~Junior League of Columbus \ \
~Staff Development and Human Relations (Columbus
Public Schools)
-Appropriate Departments of the Division of
Instruction (Columbus Public Schools)
~Ohio State University Division of Continuing Education

Published Training Resources
The Volunteer Services Office is in the process of
developing a resource library for the use of volunteers
and staff involved with the volunteer services system..
This library will make available for home study many
valuable training materials from such sources as:
~-National Training Laboratory
~Institute for Development of Educational Activities,
Inc. - Dayton, Ohio
-Ontario Institute for Studies in Education
~University Associates Press, San Diego
~Panhandle Area Educational Cooperative, Florida
~National Education Association
-U, S. Chamber of Commerce
~Iowa State University
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E) MODEL FOR RECOGHITICON AND RETENTION OF VOLUNTEERS

Positive recoghition of volunteers is perhaps the most
important part of a school volunteer program vet is mahy
times forgotten. If-a volunteer is properly placed,
trained and recognized, the volunteer will want to
continue with the school volunteer program. (S)he will
share his/her volunteer experiences with his/her
acquaintances making them aware of the satisfactions

of being a volunteer. :

The purpose of this model is to provide methods and
techniques of volunteer recoghition for the purpose
of volunteer retention.

General objectives for such an activity may be:

~To realize the human need of a volunteer for
continual, positive feedback.

~To understand what makes a volunteer experlence
- meaningful. :

~To provmde concepts pertalnlng to VOlunteer
retention. .

~To provide the methods and . techniques of

recognizing a volunteer.

< N .~




RETELITION OF‘VOLUNTEERS‘

Retention of volunteers 1s often the best form of volunteer
recruitment. If a volunteer feels valuable and needed,
(s)he will wish to continue to serve. Retention statistics
can prove that the needs of the volunteer and of the school.
are being met. :
Buildina Securitv and Morale of Volunteers
. In developing a school volunteer program the needs of
the volunhteer must be .considered and incorporated into
the developed program. A sense of security is imperative
and can be provided by volunteer services representatives
who:

~Radiate confidence.

~-Are honest and sincere.

-Are fair, impartial and generous.

-Show sympathetic understanding.

-Explain carefully what the volunteer's job is.

~Tell the volunteer not only what but also why.

- Maintgining Volunteer Morale

The Do's ’ -
~-Demonstrate beyond questlon your w1lllngness to
help the volunteer. : 5
~Treat the volunteer like a human being.
~-Dighify the position of the volunteer: recognize
the importance of volunteering.
~hvoid partiality~--don't "play favorites".
~Avoid an ,overbearing attitude.
-Be honhest-~don't bluff»—you can't get away with
it for long:; it isn't what we say but what we do
that counts. .
~Keep your promises; showing a reason for it if
you can't. ’
~-Give crédit and recognition (again impartially).
~Suggest, but do not criticize.-
~Be sure the office staff is HUMBLY glad to work
with volunteers and that it shows in their behavior. .
-Stand back of the volunteer and his work.
~-Be available to volunteer and sfaff——"open door policy".
~Say “¥We," not "I". ° 1
~Welcome suggestlons, ask for advice ang 0pinions.

120 o b
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~Ask-~-not tell.

~Make them feel it is their organization.

~Keep up the good cheer.

-Get the whole story when there are problems--do not,
jump to conclusions.

The Don'ts ,

-Don't kill with kindness; it can be carried to
such extremes that it ceases to be appreciated.

~Don't condemn inactivity: suggest a program for
activity.

~When you need to offer criticism, do it privately:
make criticism sincere and constructive: when you
are wrohg, admit it freely,

-~Don't act as though you think you are good; if
you have ability and are "good," be humble about -
it-~they will find out. - y i

~Don't use words when deeds are called for,

-Don't show annoyance or a martyred air of

" extreme patience.:

‘ ' Volupteers want their coordinators to:
~Keep in close touch with them,

" -Provide better working conditions.’
~Give them better training and supervision.
~Build up their morale.,
~Treat them fairly and impartially,

beveloping leadership means practicing leadership.
Good leadership doesn't just happen. What is leader-
ship? It is the sum total of: *
- ~Personal example,
~Vocational competence.
~Bffectiveness in human relations.
-~Guidance in solving personal and emotional
problenms,
-and MOTIVATION--making people want to enough.

" Enthusiasm is infectious. If volunteers understand
that they are part of a team, if they have a feeling
of accomplishment, if they are told by others that
they are really helping, volunteers will feel secure B

) and needed and will want to continue their work the
C ] next year. :

-
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RECOGNITION OF VOLUNYLERS

Expressions of admiration or approval are vital for most
volunteers. #ecognition gives the volunteer a sense of

gecurity or belonging. %This recognition comes naturally
to those with a scnsitive awareness of others.

New ways to recognize volunteer services within a school
program are constantly being sought and developed.

Volunteers have always wanted to know and hear how -
important they are. Badyes, certificates and plagues are

not the only kinds of recognition which can be employed.

Recognition of the volunteer ‘s services should come
naturally and sincerely from the professional .staff. A
teacher should recognize the volunteer publicly as well

ag privately. Consistant expressions of thanks, a nod

of approval, a gentle touch of the shoulder can have more
effect than formal awards and recognition programs. Since
the responsibility for recognizing voluntcers is the 5
staff's, orientation programs for protessional Btaff should
stress the importance of volunteer recognition.

Ways of aiving recognition
The recognition process is the public relations of
volunteerism, Some ways of giving recognition ares -
-Personal praise of the volunteer on the jobh,
~Letters and postcards_of thanks. :
~Asking the advice of the voluntecr~-especially .
effective wheh advice is followed. .
~-Identification ~ uniforws, pins, badges, etc., 50
that others may recoghize them (this is a good
recruitment gimmick too). .
~Recognition of a special contribution that a volunteex
has made, , .
~Giving the voluntcer a more complex assignment. |
~Telling the committees and board about a voluntcer's
work, .
~Newspaper publicity and pictures,
~Special event award meetings,
~A letter with clipping enclosed from a board member,
expressing "Nice to read about you",
-Social reception for ncw voluntcors to meet staff,
other voluntcors, students or parents.
~Weekly or monthly recognition events including
brunch, lunch, dinner, gourmet parties, dessort -~
partics, picnics, deas, or coffeq klatches.
~Monies available for volunteers to pay for gas
and lunch. - ’
~Insurance for volunteers. :
~Bulletin boards displaying voluntcers' and students!
work in school and in special places such as banks,
stores, librarics, oxr store windows.
~Cortificates, plagues, pins or trophies.
~Children made awards such as metal awards, gilver -
awards (foil), or bookmarks. ) .
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-‘Snecial Events

e

Central Office Fvents -

E Ah-annual Recognition Day Event can be a memorable occasion

if it is carefully planned.---Knowing- ‘how—to pre=plan, -under- .
_standing basic stepg in planning such an évent and, (assign
duties to respon51b1e chairmen) are important.

A plannlng committee” should be organlzed tos
- ~Defermine type of event - 1uncheon, dinner, plcnlc,
-coffee or receptlon. :
~Pecide date, time and place of event.
~Create theme or title - make it brief and catchy.ﬂ
~Deécide admission price - if any.
~Select sub~-chairmen: o
~hospitality o ’ P
~publicity - pre and post
-invitations ‘
~telephone - -
~mailing
~seating
~program
~decoration
~appraisal
~award f
~Send thank you's to all who worked on event.
N-Prepa <3 report on all stages of functlon.

Possible School Volunteer Recoqnltlon Bvents
.. =Pot Luck Dinner ‘
-Teas
+~Coffees :
~Auditorium prograﬂs .
~-Brunch or lunch with the supervxsor
~Classroom party . 4 4 .
~Tea with payents o '
~Dinner witK teachers
~-Faculty party
~Family fun-day
-Picnics
Promotion of a_ Volunteer. o e
Promoting volunteers is also ‘a means of yecognition,
The Volunteer Services System should provade opportunities
for the advancement of voluntcers into more responsible
positions. It should continue to offer the volunteer -
added responsibility and expanded experiences. If a vol-
anteer is willing and able to take on new responsibilities,
additional administrative volunteer gpportunities should
be: offered. These opportunities could include area
coordinator positions, responsibility for the development K
of a volunteer program, advisory council membership, or
advisory council committee membership. Allowing a volun-
teer to grow and to take on new tasks eliminates job:
. monotony and is vital to continued renewal of the

volunteer's commitmentand of the volunteer programs.
y o . g Y S
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DEFINITION OF TERMS

1) VOLUNTEER SERVICES SYSTEM -
: The coordinating umbrella that provides for volunteer
program development, for the operation of the management
 subsystems at the central office and building level and
for the planning, monitoring and controlling of all
activities large or small at all levels of volunteer
serv1ce.

2) VOLUNTEER SERVICES SYSTEM ADMINISTRATIVE PHASES

PLANNING PHASE - The establishing of goals, program
description and crlterla to measure program progress.

MONITORING PHASE -~ The contlnuous inspection and recording
of an on-going process with a man-machine interface.

APPRATSAL PHASE - The point toward the end of the school
year when information is obtained to judge the merit of the ,
many -processes and materials that were used, the value and ?
merit of volunteer service and volunteer programs, and the :
significance of the Volunteer. Services System.

NEEDS A§§§§SMENT PHASE -~ The collection of data from the
Monitoring and Appraisal phases that indicates new needs :
and directions for volunteer services as yet unmet. '

@

3) VOLUNTEER PROGRAM DEVELOPMENT STAGES

PLANNING STAGE - The initial step in developing or
redeveloping a volunteer program consisting of needs
identification; purpose, ¢oais and objectives of program -
to service those needs; identification of types and

" numbers of volunteers needed, training necessary for
volunteers and materials requlred for optimal program
effectlveness.

ASSIM;LATION STAGE - The implementation step that
incorporates the pre-determined plans into actual
development of materials, recruitment, placement,
orientation, training, recognizing and supervising . g
service or program volunteers in a school building. : S

: | |
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h REVIEW STAGE - The final step offapprals:mg total volunteer

services by administering apprax al.questi a?irés, col P
“lecting and analyzlng the datagﬁ portlng»on comparlsonxof (ﬁ::_“
goals and ObjecQIVéa to the: gy;lyzed data.\wﬁ - :
ﬁ

4) - VOLUNTEER PROGRAM \ A o
A specific volunteey: ac;xV1ty which answers a need of .
students as 1ndlcated“by large numbers of staff and which
can be organized into a well-defined program for the
purposes of recruitment, placement, orientation, training,
evaluation and recognitlon of volunteers who are performing

—--1like tasks and assuming like responsibilities.

5) VOLUNTEER SERVICES

~ The many and varied assisting act1vit1es per formed by

\ volunteers under the supervision of certificated school
personnel,

- 6) VOLUNTEER Jos

~—  The duties to be performed by the volunteer as outl;nedv
in the job descriptlon. :

A menber of the community who is interested in the

education of school students and who is willing to give . S
freely of time, talent and skill to help provide a ' T
superior and enrlched education for students.

8) AIDE .

A non~teach1ng employee in a school district who '
directly assists a.teacher as defined in Section . j
3319.09 of the Revised Code. ‘
- . .
9)X’ MODEL |
A desirable form sufficiently complete in detail to
communicate completeness and wholeness and ah accurate

image. It is always intended to be a static facslmlle
of a worklng process.,
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APPENDIX B

JOB DESCRIPTIONS
FOR

VOLUNTEER SERVICES SYSTEM ; °
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DIRECTIONS FOR .DEVELOPING JOB DESCRIPTIONS

It is important for an administrator to know, first, the
purpose of his department. in the organization's structure;
second, the scope - areas of activity for which respon-
sible: and third, the responsibilities of the position

and the employees and volunteer concerned. In order to
define these areas), a job description is essential. Three,
definitions describe what a job is and what it does.

Joh analysis is the procedure used in collectlng
1nformatlon about a specific joh. The objectives
are:
~To improve condltlons of hiring, transferring
and promoting employees or volunteers.
-To establish an appropriate training program.
-To act as a means of budgetary control.

g

Job descrintion can be defined as a written record

of duties, requirements and responsibilities of a
particular job (or a summary of a job analysis). It
states significant duties and responsibilities involved
in a specific job, but does not state expected results.

b specification is everything one needs to know o
concernlng requirements of a job and the gualifications
and abilities a worker needs. A complete job descrip-
tion includes a job specification.

Prellmlnary informatidn wxich 1s needed to begin preparation
of a Job Description includ /

1) Where is the position located?

2) W¥hat duties are performed regularly?

3) Prom whom is work received? 5

4) What is dohe with work, and where is it sent?

5) Wwhat duties are performed at stated periods?

6) What duties are performed at irregular intervals?

7) To whom is the worker directly responsible?

8) How many employees does the worker supervise?°

9) What instructions are received about work to be done?
10) Wwhat equipment is used in work?

11) What should be the lowest level of education requlred
for job? .
18
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12) What special courses might be needed to perform job
well?

13) What is most difficult part of work?-

moving or other physxcal positions?
15) What are physical requirements necessary for job?
16) What is the responsibility for workers under super-
-wision?

17) what is the responsxbllity for money, valuables,
and so on?

18) What contact is there with the general public? '
19) Wwhat are the regular working hours?

Necessary items in'a job description or specification
‘are the following:

1) Title of the position.
2) Department where position is located.
3) Age range of position.

4) Statement as to whether male and female applicants
accepted.

5) Hours of position, and shifts if any.
6) Pay rate, pay ranges and any bonuses.

7) Benefits such as vacations, sick leave, insurance and
other privileges.

8) Upgrading possxbllitles.

9) Job summary explaining posxtion and Work requirements
in detail.

10) Performance requirements.
11) Physical activities and working conditions.

129
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14) What is the proportion of time spent standing, sitting,
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TYPE OF WORK:

RESPONSIBILITY:

.

DUTIES OF JOB:

DESIRABLE
QUALIFICATIONS:

JOB DESCRIPTION

COORDINATOR OF VOLUNTEER SERVICES SYSTEM

The Coordinator of Volunteer Services System is
responsible for administrative decisions related
to the policies and procedures of the Volunteer
Services System, its organlzation, subsystems
and operations.

l) Eplists the support and encouragement of
the superintendent and the Board of Education.

2) Supervises the on-going activities and operation
of all volunteer services and programs.

3) Determines the development of new central
office volunteer programs based upon recom-
mendations from analyzed data reports and

_appropriate advisory bodies.

4) Determinesthe scope and direction of Building

Level Operations.

5) Determines the policies and procedures governing®

volunteer personnel operations.

6) Supervises the development and maintenance
of the budget.

7) Supervises all department personnel, staff
and volunteers.

8) Serves as a permanent member of the Advisory
Council and coordinates staff/Advisory Council
activities,

"9) Represents volunteer services in community
mectings and activities. A

10) Acts as liaison for state volunteers in
education programs and volunteer activities
in the local school district.

11) Meets and consults with other professionals
in the field of volunteer scrvices to discuss
problems which will further program improvement.

12) Supervises programming for sensitizing school
personnel to the effective utilization of
volunteers.

13) Determines the appointment of all administrative
volunteers,

14) Provides continuing supervision, motivation
and counseling of volunteers,

15) Coordinates initiation and maxntenance of open
channels of communication and cobntinual feedback

for the volunteers arﬂvolunteer programs.,
1) Has a Bachelor's Deg . .

2) Has a valid teaching certificate.

3) Has experience working as a volunteer and
with volunteers.

4) Has previous experience in leadership,
administrative and decision-making activities.

5) Has previous experience in gkills training.

6) Has complete familiarity and umderstanding of
the workings of the Volunteer Services System.

7) Has capability of establishing and maintaining
positive working relationships.

t

1




TYPE OF WORK:

RESPONSIBILITY:

DESIRABLE
QUALIFICATIONS:

1)

JOB DESCRIPTION

ADVISORY COUNCIL

Reviews and recommends purpose, scope, policy,

- goals and objectives to the Superintendent

2) -
3)

4)
51

6)

within the framework of the Board of Education
policies and administrative regulations.
Supports the objectives and program of the
volunteer services.

Provides effective and wise guidance of the
school volunteer program and role in the
community within the. approved framework,
Promotes communication between™ the school
volunteer program and organizations in the
community concerned with the educational needs
of students.

Periodically reviews evaluations in an effort
to strengthen the program and quality of
volunteer service. ©

Makes recommendations to the administration
and to the Board of Education regarding the
volunteeér program and related concerns
involving the education of students and the
school system ties with the community.

-t

Members of the school system and the community
actively participating, knowledgeable and

interested in the volunteers in education programs.
N ‘
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| “YPE OF @RK:

.~ RESPONSIBILITY:

v

DUTIES OF JOB:

' DESIRABD
QUALIFICATIONS:

JOB DESCRIPTION ‘

VOLUNTEER SERVICES ASSISTANT IN CHARGE e
OF CENTRAL OFFICE VOLUNTEER PROGRAMS

The Assistant in Charge of Central Office
Volunteer Programs is responsible for the
supervision of all central office volunteer
Programs activities within the total frame-
work of the Volunteer Services System.

1) Acts as liaison between the Volunteer Services
System and the central office volunteer programs.

2) Supervises the activities of the Volunteer

' Program Chairmen working with the central
office volunteer programs,

3) Provides training for Volunteer Program Chairmen
8o they can perform their duties as delineated
in. their job descriptions.

4) 1Initiates and maintains open channels of
communication and feedback activities.

5) Coordinates the development and revision of
all materials related to the operation of
central office volunteer programs. ’

6) Coordinates the collection, cataloging ang

. use of all Reference File materials. | -"

7) Coordinates the development of new central
office volunteer Programs as directed by the

© Coordinator, Volunteer, Services System,

8) Receives reports of analyzed data related to
central office volunteer Programs and coordi-
nhates the decision-making activities of Volunteer
Program Chairmen baged on these reported results,

1) Has a Bachelor's. Degree,

2) Has a valid teaching certificate,

3) Has experience working as a volunteer ang
with volunteers, w

4) Has previous experience in leadership,

- administrative ang dgpision~making,activitiés.

5)  Has preyious experience in skills training,

6) Has complete familiapity ang understanding of
the workings of the Volunteer Services System,

7) Has capability of establishing ang maintaining
positive working relationships., :
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TYPE OF WORK:

DUTIES OF JOB:

W

DESIRABLE
QUALIFICATIONS:

'RESPONSIBILITY:

JOB DESCRIPTION

VOLUNTEER SERVICES ASSISTANT
IN CHARGE OF BUILDING LEVEL OPERATIONS

The Assistant in Charge of Building Level Operations
is responsible for the supervision of all Area
Coordinator activities within the total frame-

work of the Volunteer Services System.

.1) Acts as liaison between the Volunteer Services

- System and the school volunteer programs.

2) Supervises field activities of Area Coordi-
nators working with school volunteer programs.

3) Provides training for Area Coordinators so
they can perform their duties as delineated
in their job descriptions.

4) Initiates and maintains open channels of
communication and feedback activities.

. 5) Coordinates the development and revision of

all materials related to the operation of the
school volunteer programs.

6) Coordinates all public relations and materials.
dissemination activities related to the
operation of the school volunteer programs.

. 7) Coordinates the collection, tabulation, analysis

and synthesis of all evaluation and heeds
assessment data.

8) Supervises the réporting of the evaluation
and needs assessment results.

1) Has a Bachelor's Degree.

2) Has a valid teaching certificate.

3) Has experience working as a volunteer and
with volunteers.

4) Has previous experience in leadership,
administrative and decision-making activities.

5) Has previous experience in skills training.

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

7) Has capability of establishing and maintaining
positive working relationships.
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- @yrE oF work:

- [ " RESPONSIBILITY:

DUTIES OF JOB:

DESIPABLE
QUALIFICATIONS:

b

JOB DESCRIPTION a

VOLUNTEER SERVICES ASSISTANT IN CHARGE OF
PERSONNEL OPERATIONS

The Volunteer Services Assistant fn charge of

_Personnel Operations is responsible for the over-

all organization and management of the central
office personnel operations and procedures. 1In
addition, this assistant coordinates all public
relations activities.

1) Acts as a liaison between the Volunteer

. Services System and the Data Processing
Department.

2) Supervises the collection, compiling,
retrieval and reporting of all/statlstlcal
information. —.

3) Supervises the handling of all forms and
the procedures comprising personnel dperations.

4) Supervises dffice staff involved with volun~
teer personnel operations.

5) Provides training for all staff and volunteer
personnel involved in 1nterV1ew1ng potential
volunteers.

6) Coordinates interviewing of all potential
volunteers.,

7) . Coordinates the development and revision of
all materials related to public relations
and to office policies and procedures.

8) Coordinates all public relations and materials
digssemination activities related to the:
operation of the central office voluntegr
programs. 4

9) Coordinates all activities pertalnlng to the

recruitment of bu51ness and industry.

1) Has a Bachelor's Degree.
2) Has a val;d eaching certificate.
3) Has expeglen e working as a volunteer and
with VOLunteérs.
4) Has pre¢1ous§exper1ence in leadership,
4 administratmve and decision-making activities.
5) Has preV;ous experience in skills training.
6) Has com ilete familiarity and understanding of
the workings of the Volunteer Services System.

7) Has capabllity of establishing and maintaining
positive working relatxonshlps.
|
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RSSPONSIBILITY‘ The Community Resource Coordinator is responsible
, -to Volunteer Services for the interviewing,

JOB DESCRIPTION -

_ TYPE OF WORK:  COMMUNITY RESOURCE COORDINATOR

(

«

screening and placement of volunteers in central

office volunteer programs as requested by pro-~

fessional staff in a school.

DUTIES OF JOB: 1)
2)

T - 3)
4)

5)

P 6)
@

DESIRABLE
QUALIFICATIONS: 1)

2)

Receives and processes volunteer applications.
Interviews and screens volunteers for central
office volunteer programs.

Places screened volunteers in appropriate
program. e
‘Superviges the distrxbutlon of program hand-~
books and related materials ‘as requested.
Maintains an up-to-date file of volunteers
and receives evaluations of their effective-
ness,

Receives continual information on assessment

‘of needs for additional volunteer programs

and on the availability of volunteers for
these programs. , ~ o

Any combination of training and experience
equivalent to completion of two years of
college and two years experience in a communltv
service organization. Substitutions: Addi-
tional college training may.be substituted for
the required experience on a year-to-year basis.
Good knowledge of school curriculum and pro-
grams: general knowledge of wide fields of
occupational skills, hobbies, crafts: skilled
in teaching and presenting ideas to groups of
children and adults effectively: ability to
relate with people of varied backgrounds and
interests; ability to supervise effectively
volunteer workers.
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, _ JOB DESCRIPTION ~

TYPE OF WORK:  VOLUNTEER PROGRAM CHAIRMAN

‘ . . ,
.. RESPONSIBILITY: The Program, Chairman is responsible to Volunteer
a . Services for the management, orientation, training |
‘and evaluation of volunteer services in that
. @ specific volunteer program offered to any individ-
ual school in a school system.
DUTIES OF JOB: 1) Acts as a coordinator of all volunteers in
v a given program.
2) Acts as a liaison between the program vol-
unteers and the Central Office. 3
3) 1Identify volunteer resource needs and suggests
appropriate recruitment procedures.
4) "~ Assists in the presentatioh of basic orien-
tation for all volunteers in a given program,
5) Develops and provides needed pre-service
‘and in-service training for~a11 volunteers
, . . in a given program.
. o 6) Develops and makes available all materials

and supplies necessary for successful operatlon
" of program volunteers,

7) = Encourages volunteer interaction so that “"
volunteers may become acquainted with others
who have similar interests to discuss progy-
ress, exchange ideas and constructive criticism
, and give reactions to other volunteers. g
- 8) Communicates periodically with each volunteer
in the program by telephone personal contact,

j— ‘or written memo.

9) Communicates with a volunteer who has missed
more than two consecutive weeks or who has
not been coming on a regular basis to ascertain
the reason and attempt to solve the problen.

- 10) Assists in the preparation of the evaluation
report of the specific program by comparing
program purpose, goals and objectives to

. evaluation data.
DESIRABLE - . 7
. QUALIFICATIONS: 1) Has had previous experience in a school
) . wvolunteer program. B
“l' 2) Has demonstrated leadership and administrative -
‘ potential, , . ‘
T 1se -
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' TYPE OF WORK:

i 3RESP6NSIBIL11Y} *The Arga Coordinator is responsible for

.. ' DUTIES OF JOB:

JOB DESCRIPTION

AREA COORDINATOR L . p

“

‘ : acting"
as a liaison between the schools in the area and

‘~the Volunteer Services System for the purpose of

establishing and maintaining a well~-coordinated

© individual school volunteer program that fits

-within the Volunteer Services System,

>

1) Acts as“tne‘coordinator of all volunteers in
the designated area. % :

- 2) Works.cooperatively with other Area Coordinators

for the successful operation of the school
volunteer program. i v '

3) Acts as liaison between the designated school
g {d the Central Office. R

4) Qeceives all records of volunteer activities
in the individual schools, compiles them and

. _.’provides a report té the appropriate people.

5) Facilitdtes.the Building Level Operations N
in each school. S : ‘ -
6) Assists in recruitment of resources at the
area and building level.

~7)  Assumes responsibility for enlisting support

of neighborhood agencies and publications

under direction of the Volunteer Services _

System. ’ : ’
8) Assists in placement of volunteers in building.
'9) Consults in training of volunteers at building
| level., , ‘ '
10) Consults in orientation sessions for building

- volunteers.. i :

| 11)  Acts as consultant in dévelopment‘of new

programs at building level.

12)4 Assists in revising school volunteer program materiais}:

materials,




't DESIRABLE

_g QUALIFICATIONS:

4

HonrtorS-and asslsts in the operatlonal plan

~as developed i each school.
- Identify names of identified volunteers for

- positions of greater responsibility in the

1)

2y

3

a)

based learning materials.

total Volunteer Services System.

Assumes responsibility for developing and
- conducting tralnlng sessions approprlate

to the sxtuatlon.~

‘Has earned a Bachelor s Degree and a Teacher s

Certification.

- Has demonstrated skill in. dealxng with members
-of the community S

Has demonstrated ‘some experlence 1n volunteer
work.

Shows wllllngness to serve in this- capacxty
for a minimum of a school year. »
Shows enthusiasm._ for the concept of volunteers
in education.

Demonstrates capablllty for establlshlng
positive working relationships. /
Possesses ability to compile and assist in
analyzing data pertaining to the Volunteer
Serv1ces Office.-

Has had previous experience in training of
teachers and volunteers. »

Has total familiarity with the materials and

procedures of the Columbus Public Schosols and

the Volunteer Services System. |
Has had experience with producing per formance -

4




R o “  JOB_DESCRIPTION

| TYPE OF WORK:  PRINCIPAL

- . RESPONSIBILITY: The Principal is responsible for the assessment
- of the building needs and desires for instituting

e an organized volunteer assistance program through
* the Volunteer Services System. :

- DUTIES OF JOB: 1) Decides, after careful assessment
S - : - a school volunteer program..
SRS 2) Designates a staff member to fill the role
. of Staff Coordinator {(The Principal may
reserve this role for himself.)
3) Designates volunteer to fill the role of
Volunteer Building Coerdinator.
4) Works with appropriate representatives of
- the Volunteer Services System and selected
school staff and neighborhood ¢community
‘members to design a volunteer program which
meets building needs. ‘ _
5) Cooperates with the appropriate representatives
.~ of the Volunteer Services System and the school
— " staff and volunteers in managing the component _-
- parts of a working volunteer program (recruit-
ol ment, placement, orientation, training and .
evaluation). : '
6) Participates in yearly Volunteer Services
/ System evaluation of volunteer services and
of the services provided by the Volunteer
- Services System. }
~7) Based on school, data provided by the evaluation
report, determines révisions needed for indi-
vidual school volunteer program. . o
8) Terminates the participation of a volunteer
worker when it is deemed necessary.

’ tovdevelop
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TYPE OF WORK:

nssponsxa;LITY:

DUTIES OF JOB:

 DESIRABLE |
. QUALIFICATIONS:

¥

. JOB DESCRIPTION
STAFF COORDINATOR

The School Staff Coordinator is responsible to

the Principal of the school in which he/she is

‘ a reqular staff member. _

3 :

1) Serves as a ‘liaison between the school staff .

' and the Volunteer Services Systen.

~2) Sexves as a resource person to teachers 1n
the' training program for the use of volunteers.

3). Assists the Volunteer Building Coordinator
in presenting the training program for vol-
unteers at the local school level.

4) Assists in placement of volunteers in the
school according to documented needs.

5) Assists in administering,. compiling and
interpreting assessment instruments used to
audit the effectiveness of the 'school vol-
unteer program.

6) Provides feedback to the Area Coordinator

‘ concernlng the schoolrvolunteer program., -

1) Is a regular school staff member. No

- additional salary increments are provided .
. for this position. ‘

'2) Shows interest in volunteers as assistants

. in the school.

- 3) Shows willingness to cooperate with Area

: Coordinator in implementing the school
volunteer program,

4) Has permission of Principal to attend perlodlc
all-day workshops. o

5) Is a person who communicates effectively with
‘the school staff and persons in the community.

*

o~
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TYPE OF WORK:

RESPONSIBILITY:

DUTIES OF JOB:

. JOB DESCRIPTION

TEACHER -

The Teacher is responsible for cooperatlng with
the building principal in assessing the bulldlng
needs for a volunteer program and, if a volunteer
program is instituted, with the designated
répresentative of the Volunteer Services System
and the school Staff Coordinator in monitoring

the school volunteer program.

1) Participates in builging staff orientation
and training pertaining to the effective use
of school volunteers.

2) 4!am111arizes VOltheer with teacher g basic
educational philosophy, expectations for
_volunteer assistance and classroom duties
and procedures.

3) Familiarizes volunteer with work and rest
areas available in the school.

4) 1Introduces volunteer to teachers in rooms
near the classroom the volunteer services.

5) 1Issues textbooks or materials neecded by
the volunteer.

6) Provides appropriate task related in~serv1ce

, training, including an opportunity for the
volunteer to observe the teacher working
with students.

7) Provides time for teacher/volunteer planning
and informal evaluation.

8) Part1c1pate§31n yearly evaluation of the
volunteer services., -

9) Recognizes volunteer's contributions by

- participating in planned building recognition
programs and by periodically remembering to
personally thank the volunteer.

L4




'TYPE OF WORK:

. RESPONSIBILITY:

DUTIES OF JOB:

~

[

_ JOB_DESCRIPTION

VOLUNTEER BUILDING COORDINATOR

1 e

The Voluntee: Bulldlng Coordlnator is responsible
for being the liaison between the professional
staff in the individual school and@ the volunteers
serving in that school for the purpose of main- -
taxnlng a well~qoordlnated school volunteer program.

1) Acts as the coordlnator'of all volunteers .-
~~ in the school building. ‘
2) Works cooperatively with the Staff Coor-
T elnator for the successful, operation of a
school volunteer program.
3) Acts as a liaison between the school and the
- Area Coordinator.
4) Maintains all records of ‘'volunteer activities
- in the school for use by the Area Coordinator.
5) Takes responsibility for recruitment in the
scqool community.
6) Enlists support of neighborhood agencies and
publications under direction of the Area '
Coordinator. -
7) Secures completed volunteer applxcatlons and
trains volunteers to conduct the volunteer
1nterV1ew, discusses types of volunteer services
needed in- the school and places the volunteers.
8) Receives and processes new requests from
teachers for volunteer services from the
‘Staff Coordinator and locates volunteer (s)
to £fill that reguest.
9) Provides basic orientation for all volunteers
‘ in the individual school..

'10) Trains volunteers in those special services

particular to the needs of the school staff

and assists the teacher, when asked, with her

training of the volunteer.

11} Makes available all materials and supplles
necessary for the auccessful operation of the

volunteer program in the school. - , v
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*° DESIRABLE °
"é QUALIFICATIONS:

A
*

12)

13)

14)

15)

16)
17)
18)
19)

- 20)

1)

2)
3)

4)
5)

6)

Identifies volunteers for positions of

greater responsibility in the .total volunteer
services system.

Assists school staff in the effective use

of volunteers.

Determines need for workshop and in-service
training to increase volunteer's capacity

to serve.

Plans meetings for volunteers for exchange

of ideas and prEhlem solving.

Encourages cr ive ideas. _
Arranges for substitutes when volunteer must °
be absent.

Arranges for recognition of volunteers' service..

‘Supervises volunteers.

- Maintains reqgular communication thh Afea
Coordinator.

4

Demonstrates skill in deallng with members
of the community.

Has some experience in volunteer . work

Is willing to serve in this capacity for

‘a minimum of a school year.

Demonstrates enthusiasm for the concept of
volunteers in education. #
Demonstrates capability for estahllshlng
positive working relationships.

Resides in the individual school neighborhood.

“
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- |
| . JOB DESCRIPTION

TYPE OF WORK: VOLUNTEERR

RESPONSIBLITY: The Volunteer is responsible for working under

the direction of and in cooperation with the
* school professional in charge.

DUTIES OF JOB: Generally the volunteer assignment will involve _ . -~
tasks related to one or more of the following<~ i
areas (for more specific delineation of “duties !

N N R - /ﬁ) Py
see Scope of Volunteer Services,, quWﬁQh:I?’t&g2§7
1) Providing instructional assistance., T
2) Providing classroom assistance... e

-Agsisting with classroom chores ="
-Preparing materials requested by staff
-Providing clerical assistance
-Assisting with classroonm enriclment or
: . ’ special events
. , . 3) Providing special services.
4) Assisting with monitoring activities. .
DESIRABLE ° "
QUALIFICATIONS: 1) Shows a sense of dedication and a desire
to assist the school staff in providing
maximum educational opportunities for all
children. :
2) Shows positive attitude and an interest and
enthusiasm for working with children.
3) Shows ability to work cooperatively with
"~ school personnel.
4) Shows adequate communication skills.
5) Has good physical health and moral character.
6) Has a negative Prognosis from TB test. ‘
7) Shows flexibility of skills.
8) Shows willingness to receive appropriate
orientation and training. N
9) Shows regularity of attendance. *

y
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APPENDIX C

SAMPLE FORMS |
FOR
6N-—GOING !J(IONI’I’ORIN& AND FINAL APPRAISAL
oF | ‘ P

, VOLUNTEER SERVICES
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SAMPLE

VOLUNTEER 'S REPORT FORM

(Please return this form after you have been a volunteer for
about three weeks. It will help us keep up-to-date.)

é

NAME R _____ DATE

ADDRESS

“
.,

SCHOOL ASSIGNED

NAME OF INTERVIEWER

WAS THE INTERVIEW? GOOD , TOO LONG TOO HASTY

N .

WORKING CONDITIONS (Your Comments)

[}

Were you given sufficient training to start the job with a
feeling of conficence? Yes No

gttt

Do you understand the procedures of your particular job?
Yes No.

Do you consider this a satisfactory volunteer assignment: -
Yes , No

Do you know of others who would be interested in volunteer work?
NAME . ADDRESS ) PHONE

To Insure Privacy

. Fold top portion of letter downward. then fold this portmon
up and staple or tape.
1.17




VOLUNTEER SELP-EVALUATIOR FORM

Inner Self:

~Patience - ‘ . T ‘
~Tact c
~Poise
-Sense of humor
~Sense of worth »
~Freedom from withdrawing tendencies
~Ability to profit from their own mistakes
~Ability to take criticism
=Successful personal adjustment to life

. '=Ability to understand people _ .
=Desire to help pupils grow - ' '
~Above all, respect for the students

My Outer Self:
-Pesire to improve self and secure further training
~Uses tools he finda works best for him or her
~Record of working with people - -
- =Excellent working relationships with staff and students

~Appreciation and understanding of the entire educational program
~A wholesome and optimistic outlook on life

«A pleasing personal appearance

~Must be able to gain trust of the pupils ahd‘inspire their
confidence

How Am T Doing? 2 2?2 7
-Do I plan for the activity to which I have been assigned
thoroughly, hit and miss or just doing something? ‘
~Po I make myself helpful by offering my services to the tea
when there is an obvious need for help? ’ e
~Do I have a plan for getting children into groups?
- ~Do I observe closely so as to know children's or adults' likes,
B - dislikes, preferences, enthusiasms, aversions, etc.?
-Do I f£ind opportunities for giving students choices or do I -7
tell them what to do? ~
~Have I given some individual help in classroom assighnents?
=Do I observe closely the techniques used by the teacher, and wr
follow through when I am working with the group? g '

‘ =~Po I emphasize the times when students behave well and minimize
, the.times when they fail to d& so? -

~Do I reald listen to what students have to say?
~Do I evaluate myself at intervals? ‘

~Do I accept criticisms and suggestions without becoming
emotionally upset? '

“Do I follow directions of the teacher? P
-~ . -Do I try to develop a friendly attitude with all of my co-workers? -

=Do I give the teacher adequate notice of absences by reporting
: them to the office before the day begins?

~Do I realize that my whole purpose for being in the classroom is

to assist the teacher in order that the students might progress
more rapidly?

) . «Do X give too much help to students rather than aiiawing thém

cher

time to think?

~Do I refrain from interfering between anothey teacher and stude
unless called upon for assistance?

nt'd
agency? :

(This self-evaluation form can be used at.any‘point during a program.

T » It can be used to sugqest arcas in which joint volunteer-profassionai
! ; training is nceded,) - 148
‘ c2

: ‘ ~Do I avoid criticism of the student, teacher, and the sphool or




TEACHER AND VOLUNTEER MONITORING ACTIVITIES

Appraisal sﬁould assess the level of mastery of specific
objectives for making decisions as to‘whether‘fufther
instructional activities should be pursued. In determining

whether volunteers are mastering the objectives, three

activities are suggested for assessing the effectiveness
of volunteer services:-

1) Yodel a planning session, . make plans witk the voluntcer
-and nrovide for future planning sessions,

Activities : .

~Invite the volunteer to okserve vou durine at least

one plannino session. Bxplain each stebp and ke

¢+ =~ - sure to define your qoals ané identify materials
and nrocecures which vou will be using t¢ assess
the effeétiveness ©¥ the volunteer. If the vol-
unteer neecds helo in organizing activities to work:
with students, share all materials vou have collected
an¢ use. A "

-Set azide a time before-or after school and meet
with the volunteer to establish long-range plans.
Include any information about materials, supnlies,
equipment and procedures that will be helpful for
the volunteer to better perform the duties assigned.

-

. ’ . 7'\‘
2) Develos a system for monitoring the activities of do

*i

volunteer services. ‘ v
f . . i )
Activities o

~1ake a list of the problems that micht be encounterec
when monitoring, observing or keeping track of vour
- volunteer. Then list several solutions to e¥ch of
the exnected problems after participating in bithesr . o
one of the following activities: , -
-Participate with other varticipants in a brain-
storming session to share solutions.
-Meet with vour staff coordinator to°determine
the alternatives.
~Make a list of categories to look for when vou “o
actually observe the volunteer in action. Share
your feelings with others to unify vour criteria.
Share this with the volunteer in order for the
volunteer to be familiar with your expectations and
openly share your ideas with each other.

149
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~-Make a schedule of ohservation dates so vour
volunteer can be prepared. Using the criteria
you planned before hand with the volunteer in
Activity 2, monitor an activity being conducted
by your volunteer. Use this time for observing
.only, do not discuss.

3) After planning and monitoring the activities of the
school volunteer, conduct a critique session based
on the former selected criteria. .

Activities « v ‘
- ~Particivate in a role-playing session with others
‘ in order to anticipate the problems which might
. arise, After each role-playing session, brainstorm
to find solutions and set criteria for critiquing.
-After observing the volunteer in action, set
aside time to digecuss the activity in private.
The following points might he considered:
~Do,you«think»yoﬁ‘accomplisheé;your goals?
. ~ ~How @id you feel as.you were working?
) ~-How did you feel as you were bé&ng‘observed?
-~Did- the students or-others react the way you
f”‘*&.&t\hgught?, o - '
~1f you were to participate in the same activity .”
again, what would you change?
_ ,&What can be dore to help you become more effective?
' -After this critique session, discuss with the
- volunteer. and others (possibly the resource .
person); the ‘reinforcements or resources which
could-be. useful to fmaking the volunteer ex-

perience more meaningful.

®

e
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TEACHER'S MONTHLY REPORT

 SAMPLE

o 'ON VOLUNTEER SERVICES FORM .
SCHOOL ' MONTH
NAME‘OF TEACHERe
ADDRESS -
Totaikhours'workeo Area of Assxgnment "f ‘ ‘
Brlefly descrlbe tasks volunteer performed' 5 o ‘%4;\\ l
I Tasks Descripti? T “
- N |
—_—a v 2 ” \E — |
i Ny , J
» - | _
List date or datesg volunteer was assigned and did not report; if
none, please state s .
Dxd volunteer notify office of absenteelsm by phone ; v‘ + e

~or in person before date of absence?l,

., PLEASE CHECK




SRS Y I AN L . g

SAMPLE

e  EVALUATION OF MEETINGS FORM . ‘

* J.' 3 ; . N | | - : B

.+ This form must be completed after each in-service session. Please do .
~not sign your name. i .

-

Topic - g . . Dpate

. .

* Instructor

%

Was thls in-service session relevant to your needs’

Llst several ways in which it was/was not relevant.

List several ways you will use the things you”have learned in
this session when you return to the classroom.

-

Do you feel you would heneflt from more 1n-serv1ce in the subject
area presented today? _

Was the instructor weli-prepared for this session?

If the instructér was to make this presentation again, what
improvements or changes would you suggest he or she make?

Comments: — ; : ; g/f)//ﬂf
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VOLUNTEER SIGN-IN SHEET

WEEK OF

I

DATE 1IN ouT

QUESTIONS, COMMENTS, REACTIONS

-
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SCHOOL MONTHLY REPORT FORM

v

Y

(Due by First of Every Month)

SCHOOL - o ____AREA
ADDRESS

-- TELEPHONE NUMBER

'PRINCIPAL

~ VOLUNTEER BUILDING COORDINATOR -

Number of volunteers serving

Number of requests

Number of requests filled

‘Number of hours served




VOLUNTRER SERVICES SYSTEM
COLUMAUS, OHIO CITY SCHOOL DISTRICT

( . VOLUNTEFR APPRATSAL OF VOLUNTEER SERVICES

Name ’ . . i Date

School Grade lLevel

Wame of voluntcer program or service

Mow long have you been working as a volunteer?

Mow many hours do you work each day?

Now sany days por waek?

. ls To what degree are the tollowinq -tatnmanta true for you?

information. and materials which helped me
perform my volunteer duties

>

- (1) strongly Agree (2) Agree (3) Undecided (4) Disagree

{5) St:ongly Disagree , ,

a. I was placed according to ®y interests 1 2 3 4 5
and abilities ; v .

b. I rcceived adequate oricntation at the 1 2 3 4 5

. school _ v - . .

¢. I feel in-scrvice training enabled me to - 1 2 3 4 5
better perform my duties and resoonsibilities o

d. 1 felt the goals & objectives of the program 1 2 3 4 5
were explained in the Volunteer's Handbook ,

e. I felt the staff & principal were helpful in 1 2 3 4 s
creating an atmosphere. that enabled me to '
better perform v tasks

£f. I was willing to work under the direction of 1 2 3 4 5

~_the teacher and princival ¢ v
g. I felt the children enjoyved working with me 1 2 3 4 5
- h. I enjoved working in the school Y 2 3 4 s
.i. I saw evidence that my services were holpful ‘ 1 2 3 4 5
4.~ I felt frce to exoress mv ideas & suqcestions. 1 2 3 4 5
X. I reccived from the Volunteer Services Office 1 2 3 4 5

2. I wish to continue as a school voluntecz
Yes ____ Ko __._  If not, why?

3. Plealc rate your communication with the followinq partici

pants by “*

cxplain vhat you would like to dou,

circling the aporopriate responses. (1) Highly Adequate (2) Adequate
- (3) Somewhat Adequate (4) Inadeqiate (5) Highly Inadequate ‘
~ =, Volunteer Services Offico ‘ , 1 2 3 4 s
___b. Principal 1 2 3 4 s
¢. Teacher ; ‘ _1l 2 3 4 5
d, Volutiteer Buildinq Coordinator , 12 3 4 S
4. I want to keep the same assignment next ycat. Yes ___ Ko ___
S, -1 Want to take on néw responsibilities. Yes ____ Mo ___. If yes,

6. Thc:d are the -trcngthc of the Voluntcer program as I view it:

n. =

o

7. rhou are the weaknesses that I have observed:

h.

€.

fas xmae

Services l':ognm hext y-arz

8. I would likc the tollcwing new thingl to happ«n in the Voluntecr

156

- Huu uze the baek ot thi.- mutﬁionmiu for additional comments
and suggestions. “

Thank you for completing this questionnaire.
Plesse return to the Volunteer lnrvtm:’ l%f_fie-.
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VOLUNTFER SERVICES SYSTEM .
COLUMBUS, OHIO CITY SCHOOL DISTRICT

. TEACHER APPR'AISIQL OF VOLUNTEER SERVICES

Mame ‘ — . — Date

School ____ . : . ‘ Grade Level
Curxiculum Area, If Applicable '

Approximate Kurber of Students with whom Volunteers have Meaningful

Contact ___________  Now many hours per day have you had the services of
Volunteer {%)? v How many days per week?

1. To what ee’ are these statements true for you? Pleaoe indicate by

circling. | (1) Strongly Agree (2) Agree (3) Undecided
(4) Disagrde (5) Strongly Disagree

a. Volunteers permit me to use more small 1 2 3 4 5>
greup or individual instruction o Lt
b, More time was available to devote to plan- 1 2 3 4 5
ning when a volunteer wag in the classroom o S
cs Volunteer assistance has made it possible for 1 2 3 4 5
ne to exveriment with new methods of teaching _
d. Teacher and volunteer roles are clearly 1 2 3 4 5
~ defined in relation of ones to another
e. The time involved in working with volunteers 1 2 3 4 5
nets valuable results for pupils . V , _
£. The orientation and training I rccoived for 1 2 3 4 °5

utilizing volunteers is adequate

'9. Voluntcer~student relationships are neaningful 12 ‘ 3 a4 5

h. Volunteers are trained adequately to perform 1 2 3 4 5
their duties ,

i. A frank and open workinq relationship oxiotc 1 2 3 4 5

between teacliers and voluntcers

e Please rate your communication with the following participants by
circling the appropriate responses. (1) Highly Adequate (2) Adequate
{3) somewhat Adequate (4) Inadequate (S) Highly Inadequate

£
'

‘A, Volunteer Services Office ' ‘ v 1 2_ 3 4 5
b. Area Coordinator ' ' 1 2 3 4 S
c. Staff Coordinator 1 2 3 4 &
d. Volunteer Building Coordinator 1 2 3 4 5
e, Volunteers _ 1 2 3 4 5
£, Conrunity Resource Placenent Coordinator 1 2 3 4 5
3. Would you like to have volunteers in your classroom next yvear? ‘

Yes ___ ¥o _ . If not, why? -
4. The:o are the ot:ongthc of the volunteer pxogram as I view it:
~ Re i

b.
Ce - .
5. These are the wcaknesoes that I have obcerved:
Re . )
b.
' Ce

6. I would like the following new thingl to happen in the Volunteer
Services Program next year:

sy,

; ’155-. use the back o£ this quoltionnalio.ror additional comments
«  and suggestions.

Thank you for completing this questionnaire,
Pleass return to the Voluntoer Services Office.

c11
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SAMPLE

VOLUNTEER SERVICES SYSTEM
COLUMBUS, QHIO CITY SCHOOL/DISTRICT
L S

o

ELEMENTARY STUDENT APPRAISAL OF VOLUNTEER SERVICES

.

¥hat Do The Children Think of School Volunteers?

. Note to Teachers: Will you please explain to your students that
- we are trying to assess student educational needs as theéy relate
to volunteer help. It is, therefore, important that thev answer

the guestions truthfully. The first three are for teachers to
answer., ”

l.b Name of échOOI“

Name of Teacher
)

The grade level of  this class is ,
| | K 1 2 3 4 5 6 =3
(Lf a combination, check the grade with largest enrollment)

There are minority children in the class -
yes no

1-5 . 6=10 over 10
How many children in this room have been in classes where
volunteers (explain who volunteers are) have helped?. (You
may not have had wolunteers vet this year, but some children
will have keen in classes other years where people were used.)

"0-10 11~20 21-30 more

LS

How many have had a volunteer vwho worked with him alone on
his work (readzng, math, etc.)?

0-10 11-20  21-30 more

How manvy have had a VOlunteer help hxm check out or select
a library booi:?

]

-~

“0-10 11-20 . - 21-30 more

c12° 108




7. How many have had a volunteer who read a story to a group
he was in?

0-10 . ~11-20  21-30

8. How many have_had a volunteer heip}ﬁ&u“class og the play- "
ground or in the halls?

0-10 11-20 21-30 more

9. How many have had a volunteer help h;s class on a trip
away from the school?

0-10 11-20 21-30  more ‘

10. How many have had a volunteer come to the class to talk
about a special subject (community resources speaker)?

0-10 11-20 21-30 more

11. How many like having volunteers?

O~10 ] 11~20 - 21=30 more

12. How many do not like hiving them?

0-10 "T1m20 © "21-30 more

ITnstyuction: TDircct “efe following questions only to those who

£o like having volunteers. (An easy way to keep track would be
to have the "dos" sit on one side of the room and the "don'ts"

in a different place.) Children may raise their hands for more®
than one response but only those who do 1like volunteers should

respond to these auestions.




13.

16,
ﬂ‘i7.

18.

20.

I 1ike volunteers to come to school’because (check the approprlate
grouping for each) : .

i
;

They help me with my school Q@tk.:

14.

0-10 '11-20 21~3o over

‘They help me find good books to read.

-

15,

0-10 "11-20 21-30 over

They read stories that I like.

0~10 11-20 - 21-30 over
They show and tell interesting things.

A}
i
v

0—10 ' 11-20 2l~30 . over

They tell me things I couldn't f£ind in books.

0-10 11-20 21-30 over

I became more interested in what we were studying after
the volunteers talked. :

19,

0-10 11-20 21-30 over

It made me feel important when they came to our room. -

“0-10 11-20 T21-30 over

They made what we were studying easier to understand.

To-10 11-20 21-30 over

Cl4

160
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“. 21. I didn't have to do any work when they were here.’ C

0-10 11-20 21-30 over | :

- Ask children i‘f th'er“e‘” are other reasons they like volunteers.
List other reasons they give and the number who agree.

Nurnker

Number

Number‘

g

Instruction: Diréct these questions only to those who do not like
having volunteers. (Please see that only those‘counted in llo. 12
. respond to this.) -

i

I do not like volunteers to come to school because: v

22. They use words I can't un?jerstand.

0-10 T11-20 21-30 “over

~23. I already know what they told us.

s

0-10 11-20 21-30 over
24. They were boring.
0-10 11-20 21-30 over

C15
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Ask children if there are other reasons they don' t 1ike volunteers.
List other reasons they give and the number who agree.

— 1

Numbey

*

«

Nunber

Numzey

25. How many chilaren want the office to continue to arrange for
volunteers to go to schools?.

0-10 11-20 21-30 more

* v

26. How many do not want volunteers to work with them?

0-10 11-20 21-30 more ‘

27. Ask children what things (in additon to those mentioned) they
think volunteers could do in their classroom to help them.

*

162
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SAMPLE

VOLUNTEER SERVICES SYSTEM
COLUMBUS, OHIO CITY SCHOOL DISTRICT

SECONDARY STUDENT APPRAISAL‘OF:VOLUNTEER SERVICES

¥hat Do The Students Think of School Volunteers?

Note to Teachers: Will you please explain to your studenis that

* we are trying to assecss student education needs as they relate to
<_- voluntzer help. It is, therefore, important that they answer the
questions truthfully. The first three are for teachers to answer.,

l. Nanme of School

Name of Teacher

2. The grade level of this class is ‘
. 9 10 11 12

(if a coﬁﬁination, check the grade with largest énrollhent)

3. There are minority children in the class

ves no .

-

e

-5 6-10 over 10 -
- ok o owe e W ow N e dw e e s ee M e m el e e e e e e e e e e
4. How many students in this room have been in classces vhere
~volunteers helped students with their work or have praczented
material for enrichment of classroom work? (You may not have
had volunteers yet this year, Lbut scme studente will have
been in clasces other years where volunteers have helped.)

J

0-10 11-20 21-30 more

5. In what areas of zchool work or school life could you use

asgistance or guidance? i.e. How could qualified volunteerse
- help ir the schools?

163 -
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8. Vhat special qualification or- training do you percecive a , ']
volunteer would .need to perform the services you have
advocated in Mo, 57

4
@

o

7. 1If given the opportunity, would you be willing to be a
volunteer to assist younger children with their school work? .

0-10 11-20 21-30 more

L3
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VOLUNTEER SERVICES SYSTEM

- *____ COLUMBUS, OHIO CITY SCHOOL DISTRICT _
' PRINCIPAL APPRAISAL OF VOLUNTEER SERVICES

Name __ | Date
- School , - -

Wumber of Volun‘teerl Used ___ Estimated Need for Next Year

1. To what degree are these statements true for you? Please indicate by
eircling. (1) Strongly Agree (2) Agree (3) Undecided
(4) Disagree (5) Strongly Disagree ; ;
2. The Volunteer Services System 1 2 3 4 5
: Manual explains the purposes and procedures
for utilizing volunteers clearly

- ‘b. The procedures for recruiting volunteers ’ 1 2 3 4 5
: have been.satisfactory

¢, The procedures for interviewing volunteers 1 2 3 a4 5
‘have been satisfactory “
d. The general orientation and tralning programs - 2 3 4 5

provided for volunteers have been adequate
in number and content

e. The procedures for a581gn1ng volunteers to ) 1 2 3 4 5
schools have been satisfactory
£.- Orientation and training of teachers and 1 2 3 4 s

volunteers at the school have been adequate )

2. Please rate your communication with the follow1ng participants by
circling the appropriate responses. (1) Highly Adequate (2) Adequate
(3) Somewhat Adequate (4) Inadequate (5) Highly Inadequate

a. Volunteer Services Office . Y 2.3 4 s
b. Area Coordinator ' 1 2 3 4 5
. c. Staff Coordinator ) ' " 1 2 3 4 &
: d. Volunteer Building Coordinator - 1 2 3 4 5
e. Volunteers : . 1 2 3 4 5

3. Would you like your -chool to participate in the Volunteer Serxlces
r program next year?

Yes ____ No ___ If not, why? -

4. What lpec1f1c ways are you planning to expand the use of volunteers in
your schol next year?

»

5. Would you be willing to schedule staff development time for additional
rlanning of ypur volunteer program next year?
Yes ____ No____ 1If not, why?
* B These are the strengths of the volunteer program as I view it:
Ta. [ , o -
-~ bc i

o X . . . <

7. These are the weaknesses that I have _observed:

; : P .
a. rd
v~a~ ‘ b. < T
Ce -

8. *T would like the following new things to happen in the Volunteer
Services Program next year:

.

1 9

Please use the back of this questionnaire for additional comments e
and suggestions.

Thank you for completing this questionnaire.
Please return to the Volunteer Services Office.

-
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ST T | o SAMPLE

VOLUNTEER SERVICES SYSTEM :
‘COLUMBUS, OHIO CITY SCHOOL DISTRICT

ADMINISTRATIVE STAFF APPRAISAL OF VOLUNTEER SERVICES

Name _ , — — — . Date » .
’SCh°°¥\”i: Applicable __ ‘ : - - :
Program and/or Curriculum Area V _ o .

1. I have had an opportunity to observe volunteers in the school.

. Yes No _ : '

2.

I feel that volunteers present information or exveriences that children
. and/or teachers would have difficulty finding elsewhere.
Yes _____ No . If no, why?

3. I believe this program is an asset to the school curriculum.
E Yes No . If no, why?

In general, the utilization of volunteers as suggested in the Manual by
the Volunteer Services System has been helpful.
. . Yes ____ No If no, why?

»
-

- 5. These are the strengths of the volunteer program as I view it:
as

b.
c.

2

~
-

. 6. These are the weaknhesses that I have observed:
) a.

b.
C.

7.. I would like the following new things to ha@ppen in the Volunteer
x Services program next year: ' ‘

-

-

) Please use the back of this questionnaire for additional” comments
anéd suggestions.

Qhank you for completing this questionmaire, » 4

- Please return to the Volunteer Services Office.
T . 166
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VOLUNTEER SERVICES SYSTEM
COLUMBUS, OHIO CITY SCHOOL DISTRICT

' ANNUAL_REPORT BY VOLUNTEER«BUILDING COORDINATOR

School _ _ . . Coordinator

1. Involvement of Personnel
a. Number of volunteers serving in classroom : .
b. MNumber of volunteers giving general school . gervices
¢. Number of volunteers giving office services , )
d. Number of volunteers giving services to individual children or
small groups .. .
‘e, Number of volunteers added to the program this year
£. Number of volunteers who dropped out of the program during the
year” “
g. Total number of man hours during the year ____ .-
h. Number of volunteers who wish to continue R

2. Service k ) -
. @&, List the types of service the volunteer performed for the classroom
teachers

b. vLijtrthe-typcl of service the VOlunfeer performed for the schooi
or site outside the classroom activitys:

c. List the typés of leivice that werebgiVen to indiﬁidual children
or adults outside the classrooms:

L3

3. Training and Supervision YES | NO
" ia. Did members of the staff participate in:
(1) the training of volunteers
(2) the supervision of volunteers M
b. Was in-service done through
(1) individual conferences
(2) group conferences
: : ~ (3) printed material
- ' (4) demonstration techniques
* (5) observation of experienced volunteers
c. Was adequate space available for volunteers to perform
their duties? ’

4. Books and Materials . :
a. Do you have ah adeqguate supply of instructional
- material? ,
* p. Do you have a satisfactory collection of textbooks?
library books? ' o

YES| NO

%. Teacher Reaction
a. Number of teachers on staff .
b. Number of teachers using volunteer classroom service' .
c¢. Number who have requested continuation of classroom service
d. Number of new requests for classroom service

6. Suggestions and comments you would like to add about the volunteer
programe ' - )

3

Thank you for completing this guestionnaire.
Please return to the Volunteex Services Office.
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We reed your help in rating the impact volunteers have on your
gt idents. Please check the appropriate responses.

| CAN'T
! YES NO TELL

Vslunteer (s) have'heen regular in attendance -

Vslunteer (s) have worked harmoniously with

‘students ]

vzlunteex (s) providéd appropriate models — L

 for students in behavior, speech and dress

Volunteer (s) helped the teacher maintain ' —

good order in the classroom .

‘There was evidence that students enjoved
working with the volunteer(s)

Stgﬁent Progréé;

_with volunteer(s)

o o i SAMPLE

. VOLUNTEER SERVICES SYSTEM
~ COLUMBUS, OHIO CITY SCHOOL DISTRICT

IMPACT OF VOLUNTEERS ON STUDENTS
(To be filled out by Teacher)

DATE

GRADE LEVEL _

]
[
¥

d

“Jolunteer (s) have been a motivating force
for student(s)

I have notlced a behavzor change 1n,
student (s) working directly with volunteer (s)

tw

Trere havé teen definite academic changes
in stucents working dxrectly with volunteer(s)

Student( s) attitudes toward volunteer(s)
are favorable:

There has been an“improvément in school
attendance of student(s) working dxrectly L

P
ot




4°ASSESSMENT OF MATERIALS MADE AVAILABLE TO THE VOLUNTEER

" ORIENTATION OR GENERAL HANDBOOK

SCHOOL VOLUNTEER HANDBOOK

PURPOSES:
(1).
of programs now offered)

Ineffective
1 ‘ 2 3

To introduce individual volunteers to the Columbus Public
School's volunteer programs (a history of . . . a capsule

SAMPLE

Effective
4 5

-Comments

(2). To establish basic volunteer needs of the Columbus Public

S chOQIS .

Ineffective
1 2 3

%&g

Effective

~ Comments:

3).

Public Schools volunteers.

e Ineffective
1 2 , 3

To identify basic contributiong to be made by Columbus

4 5

A

L

Effective

Comments:

4).

Ineffective
1 2 3

&

To establish basic volunteer application process.

Effective
4 S

Comments:

(5).

Ineffective
1 _ 2 3

To explain basic volunteer selection and placement process.

Effective

Comments:

4 5




(6)« To.present basic guidelines for continued trainingg\

Ineffective , Effective
1 2 3 4 5

Comments

(7)s To establish basic volunteer roles.

Ineffective " Effective
S 3 4 5

Comments:

(8). To establish basic rules for the volunteer to work within
the individual school.

Ineffective J ’ . Effective
1l 2 3 4 5

Comments:

"(9). To establish quidelines for the volunteer to work with
the school principals and the classroom teacher.

Ineffective Effective U
1 2 3 4 5

Comments:

TRALNING HANDBOOKS

, Progran related handbooks
Degree of effectiveness of material

(1). Complete Does the handbook contain all the material
the volunteer needs to know to do her job?

Ineffective Effective |
: 1 S 2 3 4 5

- Commeént
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(2).  Logical.

Ineffective

Is the material presented in a logical easy to
find way? Can the handbook really be used as a handbook?

Effective
1 2 ' 3 4 5
Comments:
(3). Precigse Is the material to the point?
Ineffective Effective
1 2 3 4 5
Corments:
” ,
(4) Concise Is the material stated in a minimum of words?
Ineffective Effective
1 2 3 4 5
Comments: . ;
(5). Simple TIs the material easy to read and qndefétand?
Ineffective  Effective e .
1 2 3 4 5
Comments:

Degree. of Effectiveness of Format

" ) :
(1)« Logical 1Is the material arranged in a meaningful way?

Ineffective
1

- - Effective
2 3 4 5

Cooments

(2). Simple

Ineffective

1 P’

)
Is it easy to locate material?

> : %o Effective

Comments:

2 3 4 )

Please feel free to discuss any material in the orientation or
training handbooks which you feel needs to he altered by additions
or deletions or in any other way needs to be improved.

es171
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Fleass rate the folloving tasks, using the rating scale below. Mote that the importance
of the task msy be rated independently of the frequency of the performance (1.0., the
fack that you have not performed a task doss not mean that it might not be important).

g Trequency of ' ' . ) Degree of

\[ ‘ Performnce Isportance ‘ . Preparedness
0. never ‘ 0. of no importance 0. not at all
1. cocanicnally 1. of minor importance 1. inadequately
2. frequently : 2. of average importance 2. adequately
3. smtinually 3. of great importance 3. very vell
TAQK « Progran Chairman o ' ?r-qmuhy of Iﬁportamco 4 nu‘,ﬁ. of

Porfomneq ‘ v | P”NMMI' ]

1. Coordinates persennal riemimnt.
% ¥rovides recrultment Information

; for publicity purposes.

Y. Tonducts personal Intervieuws.

. \ %, Kapervises placement. T
\ ~ ¥ Yormlates goals And objectives for ' '

m‘m'.' . N ‘ . . ) ) '
eliner expsoted results Lor programs. ~ ' — T
<ts as s dlrect Tl-son with Voluntesr T

rvices Offioe, Advisory Council
and Steering Committes,

¥ Blrects communloations to voluntesrs
. for purposes of feedback and reten-

ﬁm." )
.’ 1 ‘§ . To-orcinates program orlentation,
1 15. Co-ordinates program training.
T 11 To-ordlnates progrem recognition.
1 T Toordinates program evaluation,
5. PIane, arranges and chalrs comalttee
/ ‘ mestings. . 7
T 1. Communicates with voluntcers concern-
ing placemwnt and training.
1 15, Co-ordinates the printing of program
’ materials, o :
I8 Frovides Information for meala publicity |
_ and the school newspaper.
T Y7 Werresents, in the community, 3 positive
. force for school voluntoerikm.

I8 YacIlItales poaltlve open—door relstion-
ships botween the school and tho com-
wanity.

~Y§ . TowpiTes And reports Profrom ELALIStics
nnd evaluatien findings to Volunteer
Services 0ffioe.

noa“ st additional tasks you foel a chairman in your program could effoctively perform.
. Also, please note and explain tasks nrens in which any problem cxists or in whkich further
. . explanation seems necessnry. .

. SR b 2
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wu
; “ VOL'MF.E“ TA..J‘ SUTZT
Mlense rats the following voluntqor tanku, uslng the rating scale below. Note that the inpore

tarcs of the task may be rated inderendently of the frequency of the performence (i,e., the
. fact that you have not performed a task does not menn that it might not be important).

Frequency of ’ Lo Degrae of -

, Perforrmance : Inportanca Prepsredness
0. never fO. of no importance 0. not st all
1. occasionally . 1. of minor importsnco 1. inadequately
2. frequently . ‘ 2+ of average importance 2, edequatelr
3. continually © /3. of great importuince 3. vory well

. . ‘, | " L o | pegree of

TASK - Libfrary Volux}tur 7 ﬁ requency of | Pregaredanna

| Performince Im-ortance

X ‘M‘_A’_{Q VUe |Fi00 m

1. Onens rnd clo-\an 1ibrayer, ‘
240k8 L0 280 «ho [rom schrculed cloas
has an overdus ook, , S . , , ) L
yrorvingg cl-ases ~esiennn £0 Livrere, _ . ; . _

5“0!.“3 CUL DAaXs AeiArTed b suuinnts,
3 Replaces fillen cnte cue slips, cards,

‘ . Iwo!rs. L o ‘ - N B _ _
{76, Chacks bnake for anrscm, o o , , , N R N
¥, Shaives borid. e . . , L

. Flles over—iu® Gook 0rap Unaer A% Spro= '

oriste ragnm nmba*ﬂ. , ‘
epares clpmgiod Arrorta.
. Flaces dazmgod bcon i3 = noto of ex-
plrnation in the snug wile.
nds home with a studsnt, a form noting
the fine for damaged book or the charge . “ .
. for » lost back. _ . _ ;
Inds studsnts to continue ioo.d.ng for

lost books.

'-ﬁ Rsslsts stuconts in finding mtori 21 In
refararce books. , . e

L. Rsalsts coniont~ ia ook ~-'7fc"io"::. . L »

15, Instriunrs stucants $a geols selueeticn, N '

- 16, Prepares and presents grecial propranms

for classes in library akills instruc-

] tion., .

~17. chdaiatoriu %o children during library )

i vey, L . ] . L b

« Handles processing of books. thAt arrive in

| the libraw.. .

19. T Ifs sturies wiih uge of the Iait

7. G'zor-tt-s filmstrip » ojcctors, Tacord
| nlavere, tara racaridrs, ete.

%Y. Freparas matorinis tor iiovary cisplay
(%.oi » bulletin bosrda, tooi tables, -
__ete. ‘

2 Pl T E s S S I T

23, Suchlgatena nd cie:nd library equipment
____nnd_gurnliaz, ,

24, Files catalog cards,

Please iﬁt +dditional t-\skha vou fesl o \;oluntcc"r in :roixr progran could effectivoly perfornm.
Also. ple~se note and e:plain tasks areas in which any problem exists or in which furthoer cx-
. planation seens necessary. '

j . 173
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VOLUWTERR TA3Y Simese

BANPLE

Pesne rete the folloving voluntony tasks, using the ratirg senls belcw, Nole t.h.¥at. Lhe fpriie
4. nee ¢f the task may bo rated independently of the frequency ef the perforwanes {(i.e., the
fast that you have not performed » lask does nob mesn that it might not be' {mportent),

Frequonay of Degres of
ferforzonag poriarze Prerayednesa

0. never 0. of no importance 0. ‘not at ail

1. -ocensimn=lly 1, of ainor importsnc. 1. inadequatelys
2. freque.itly 2. of average impartince 2. adaquatoly’

3. eontirually 3. of great importance 3. very wll

TASX « Iras X Velunteer Yrequency of - Importence Degrasa of

. N . _{Performince R Prasapaleg ~g |

-1 1. ‘orking, when dircted by the tencher,

: “ith small grouns or individuals who
need special attention or practice in
sone lsarning area. -

| 2. Assisting in and providing anrichwent in
miaie; art and draaa,

T3 WY sitagorlalng ~nd cialoging ma-
terials used in the classroom.

4. Doplicating materials on school machines
for tnchur use.

5. :kt.tihg up and cmcrating ayudio-vim-nl
equipment. (filmstrip orojector, tape
Ncord.r,’ itﬁb) ’ .

- 6, Preparing materinls for and telling
Y atorﬁ.u.

7. Preparing materials for and desornstrating
erestive asrt or craft projects, B

st .os, tulletia boards, interest tatles,
- .

5

mznring mnierisls for clidroom alaniny

9. 'Sct'dng’ﬂp and supervising ganes in class.-
or on playgr_qund. ‘

| 10, Assisting in monitoring movetents of chil-
dren (in halls, on playgrounds, boarding
busss in levatories, eto.)

11, Assisting in presaring, prssing out and
eleaning up children's snacks. :

12, Assisting in cleaning up classreom equip-
1 km’:t end r.x_ppliu.

13. Ascistirg ia maintaining diseiplire on the
pé;maund aml in enforeing playground
) ,’0 " »

Fleras 1lst addition~1 42a%5 you fool a volunteor In your progren could offectively porform,
Ale0, pit1se note and explain tases rreas in which sny sroblea exists or in :@hiéx further ox-

plazation oeens necesoary.
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‘. i - SANFLE
) o VOLARITIZ, TaASH SHESY
Flesse rite the folloving volunteer t-aks, using the rating snele belows Mote thit the ine

portanse of the t-sk m* be rated independently of the frequensy of the rerform-nce {i.e.,
the fret that you have not performed a task does not mean that it might not be important).

. | ' Prequency of Degree of
I perfarnonce Impertance Preparsdness
: + 7 Q. never ' 0. of ne importrnce 0. not at all

+ 1, ecodsiennlly 1. of minor importsnce 1+ inadequetely

; : 2. , 2. of sverage importanoce . 2, adequately
: T 3. eontinually ’ © 3. of great importance 3. very well
TASK - Nealth Services Voluntesr | Frequency of | Isportance | Degres of

, . Frat Ald i

; — __|ferforasnde | Properedoess | |
1. Assist murse vhen she is in the office | | -

¥. " Yaeps rurss’s olfice open to ireat the
shild vho has an acoident or becomes

suddenly 411, | .
[ Taalsts In sending child, who requires
. ismediste attention, to approprists. ..
) ‘hospital. T .

I HTG st Tl el and veport
%o be sent Lo Superintendent's Offise.

¥, “Xsslsts In sending home an an Injured
' ehild vho does not require ilmmedinte j ‘
hospital attention. v : . ]
T, ¥YIIIs out accldant report to be sent to | ‘
Superintendent s Office.

7. Clears eys of looss foreign cbject by
1;;1151'4101: er the use of molst cotton -
‘ “w. . %
T8 T¥e¥ers apll To physlclan after caution= |.

: ing him not to rub eye and after ape '

Neospirin drope and o sterils

dressing. .
. srrigates eye effected by irritant
shemicals with quantities of water.

0. Appiles a large sterlle dressing to
burn ares and notifies parents.

Y. Cleanses vound ares «ith Phisotex and
- tap vater and applies & sterile dry
i : dressing and sees that parcnts are-
i - Wi.do

'y I IvolS rehensing Wounds for ohildres. ’
T3, KMvises that a wound requiring stitches .
, htrjatodinl.—éhwra. - B ]

« Advises parents, or in their absence the : 3

- emergency squad, be called in case of . | ‘.

. suspected fracture, ‘ '
I3, Zvolds T1sst ald to suspected fracturs
casca, except in the case of hemors
rhage, at vhich time sterile baniage
and pressure is applied to stop bleed-

. ing.
T8, Tlennses anloal bito wound ond Appiles
slean, sterils dressing.

[ I7. ¥ees That all Bito cases are reparted to
© proper authorities.

. ——mar W

P

> wex: =

I8, Xdvises that In the cass of ‘Acute oudden ,
: illness, parents, or if they are una- ¥
o &dﬂ)iabh; ‘the emergency squid be notie

cas




| . | TASK = Health Jorvices Volunteer | Proquency of | Importance Dagrec of
‘ Mrst Ald Perfornnnae ‘ Prepareiress

15, ~dviecl T+t -~ nhlse wIth n cralning
' . ~ enr beexeluied from school until

‘ . 4 [ the eéndition cubsides or - shysi- -

x cian’s statenent that the condition , _—
is "non-infesticus® is subnitted by :

the narents. .

%5 Flrows cotton In e ear of n ohlTd
complaining ef exrache and notifiu
parents.

9. Flaces cotton molstensd w1th oll of -
elove on tooth eontrining a cavity
and notifies parents of need of ]
dental oare. !
2%, Sees that paront 1s contacted lmmedl-
ately in case of injury to 'pom-mcnt

¢

23, Wreps dislodged tooth In wolat sterile
dressing snd gives it to parents.

%K. Inventories pericdicolly the firat ald
cabinet for adeqiate supplies.

45, Yakes tomperature of 111 chiid vhen
necessary.

25, Cleans therzocieter.

7. Suporvises child vao for some roason
nesds to rest in the nursets office.

2, YIITs out forms under the direction of
the mchool nurgé.

29, Teeps records up to date and organized
under direction of .school nurse.

—— AT AW

: n«n 1list ndditionnl tasks that you feel a volunteer in your prormu could effectively por-
; form. Also, plense note and explain task areas in which any problm exists or in which fur-

i - ther explanation seens necessary. ,
i .

"‘a
. 7 -

g
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VOL»! ';.4:&4[ T«.‘xfm h'.’.ﬂ?

Plense rate.tha following taghis, uring the reting senle balow. Note that the Inmportwurnce
of the tesk may be »tcd indenemlently of the frecsency of the perfornerce (L.e., the
fict that you Leve not yperferamad = tack does met maan thed it night not be inportent),

YPrequency of ¢ Degres of

Perforn~nee Tunortance Prenarednees

| rasx - rutor R Proquency of | Degres of

]j,-'_ —— _ — , Perforasncs | Thnortenes | Prevaradness
1. Works with one student on a .

R cne-to-ons bagis. )

72 Welps atudent vith reading problens.
| 3 Wist jork < dny sessicrs one co-

inoiding vith that of reading , . -
tueh'n:’
L. s nssigned J or 4 students for.a .. By
40-xinute reriod. ] N

T3, ‘Suporvicod, By rtading tenoher and
hag conferences =ith teachsr,
6. Must attend In-service training.

7. Takes oin Lesson plans. = ‘ 1 .
‘ ¥. Crestes enrichment gamos, _ ' ‘
‘Jfay use records or irpe recorders.”

r‘lm;d list additionel tasks yéu fesl = voluntesr in your p}ogm could offocti\;dy o=
form. Also, please note and explein tasks aress in vhich any problem exists or in which
further explanation seems necessary. ’

IS . J ) o
’ . * > R
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Pleege rte the folloving tasks, using the tatiny seale below.

Note th-t the imiortense

of the task niy be rated indepomlently of the troquancv of the nerformince (i.e., the
faet thit you have not performod a task dous not me~n that it might not be imroriant).

Frequency of '
Performonce

0. never

1, ocessionnlly

2. frequontly 7,
’o emtinmlly R

0.
1.

3.

~ Importance
of no importance

Degree of

,0.

of minor immrtmcq 1.

of average

"'ﬂcmnc. 2.

of great il;wrtnno' 3

mrcdnnsa ‘

not at all
inadcqu‘\t-fy
adaquately
very vell

Screening Chaimm

requency of

Performince

' Inportanc-

Begres of
Preporedness

k1. Géardimtu all gcresners.

~2. FIis vzeancles of creeners

Y. lelotes needs of ne: vo..unherl
« And screeners,

i K

L. Clears all voluntesr names »nd
’ distributes them to placement
¢ mmtoro

. Uhecks olL personnal cards to be
sure they nre complete.

8. Ylacement coordinntors direct con~
tact,

. Works directiy with Chalrmin of
-+ Communi

0 ty Resources and Place- .
i R hmt coordimtor. e <

*
Scresners
.

1. Fnd nev rescurce volunteers as
needs arise,

=%, ¥ITter nev nanes to screening
chairasn

3. Explors new categories of re~-

source volunteers.

GMNthOI‘.

(N

%, FITer nev cAtegories to pIACONSNt

| Cmﬂt‘y Resource Volunteer

1. Is on enll a minfrum of 3 times
yoar to go 1nto A classrooa..

Z Is placed into ciRasroom by placc-
ment coordinitor,

for 45 minutes or longor.

¥. Does a pruonmtion on A ci'un tapic

%. 18 carefully screened 157 screonurs
- then plrced on file.

Seerstiary

1. Receives miil,

) Holpa Feap L‘il?s up=~dated

&

?Ioon list poasibh additionnl tasks or note and oxplaln prodlem areas, !
(Use back of sheet)

178
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Plé‘nse'rit‘e Lhe i‘a];lwing tasks, usins tha rtine seol. :nelow.; Kote that the inrortence
of the tusk nmy he rmted mde;;em‘!ent“" of the froquengy of the nerferanee (i.c., the
fact that you ‘mve not performed tnsk does not menn that it uush‘ not bs importqnt).

_ Frequency of -+ R , - Degree of
ferforzanes . . Tavoriunce , - - Preporediass

*"0. never | T 0. of no importance - - 0. not at -11°
1. ocestonnlly C 1, of minor imrortence ' “1. inadequntelr
2. frequeatly ‘ © 2, of average ‘pt;rtance o 2. adequately
3. :.mmll: ‘ ‘ 3. of great importance . =3, very tell

A 'rm - ;-ﬁni—ﬂw.nitiet . ) - Frequency of : S Degree cr

Performenca- | Imnortance ‘ Prrm"e"nnvs

who hzve reading proficilency|

Z.Tuo’ﬁ&ursper.eok-stof ) :
students., Eo,

3. Ar“anges Tield trips (3-4 hourT
, per month. Arranges trans=. .-

. port:tioa. Y

Encouragel resding for pleasu're‘ .
by introducmz books.

‘ 3 i)rivet m -

‘ 5 Has deg”ee in education,

| 7. ktiends s training sr»‘ss../.on. 7 - ;

. 8. WBrka ;ith.guidunce, aounselor RN SIS B O e g
‘ «and libramqns. o ) e 2

Please list additional taska you feel a volunteer in your progranm could eftect:.\:el verform.
~Also, plesse note and explain tasks areas m utu.c‘x R4 problex txista or ip which furiher
oxplmtion is necsssary. ’

L.“orks in inner-city 6th grad_ctﬁ"v | AR 7 »

P SPER "‘Q’v’r‘: N

te -




L . ADMINISTRATIVE VOLUNTEER TIME CARD

" NAME TELEPHONE = ° ,
ADDRESS , ZIP =

VOLUNTEER ACTIVITY

L

Please keep track of your volunteer hours. At the end of the school
year you will be asked to supply your total hours of volunteer

- gervice. . This is most helpful to our program in measurlnq its
growth from year to year. It should also be helpful to you in
keeping your Federal Income Tax Records. A letter will be sent to

you at the end of the calendar year from our offlce validating your
total hours of volunteer service.

Your help +»ill be appreciated.

FILL IN EIURS OF SERVICE ON DATES GIVEN. ADD TRTAL FOR MONTHS.

—
(%]
ta
N

. MON]
51 6] 71 8} 9]10}11j12]13]14)15|16417]|18{19}20{21|22]23f24]25] 26| 27| 25} 29 30} 11 s

~J

YZAR'S TOTAL




SAMPLE

. VOLUNTEER SERVICES SYSTEM
COLUMBUS, OHIO CITY SCHOOI, DISTRICT

.

SUGGESTIONS QF“NEW WAYS FOR UTILIZING VOLUNTEER SERVICE

NAME TELEPHONE
ADDRESS ZIP
POSITION/RQLE ) B ‘ ?

The Volunteer Services System is always looking for new ways to
meet the ever-changing needs of students through volunteer

activities. Please assist us by providing your valuable ideas.
To help us, vlease provide information concerning the following:

1. ‘tht is and how great is this need?

¥,

2. What grade levels are involved?

3. How many schnols would be involved?

4. In what ways could volunteers service this need?

»
»~

5 What special talents, skills or experiences would the vol-
. unteer need to enrich this newly developed volunteer program?

2

-

6. What kinds of training do you feel would benefit the
volunteers to perform their assigned tasks?

7. What kinds of materials do you feel would be necessary for
this volunteer program? s

S

8. When would you like to see this program go into effect?

.9. What is your commitment to. the development and coordination
of th%gﬂvolunteer program? oo ;
! .
- - P

p p
Ep— R . ;
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o VOLUNTEER SERVICES OFF ICE o
. i : - COLUMBUS PUBLIC SCHOOLS
- . COLUMBUS, OHIO

)

ASSESSING THE NEEDS OF THE SCHOOL VOLUNTEEg-PROGRAM
(Community Survey)

~
..

RN ‘ N ‘ 'Qn
Vo o
o . o . R .
. ' : . ’ - "
AN

Name

“t,w Position or Type of Work

AN LA

, Directions to

Please answer the following questions as well as you can

by a) circling all appropriate responses and b) answerina

in your own words wherever your open response is requested.
. Thank You.

BACKGROUND s L e

s

volunteers?

a) No

1. Have you worked (dlrectly or lndlrectly) with school -7

= ey g

b) Yes (please specify how) -

@

2. Have vou worked directly with the Volunteer Services

Office?
a) No -
b} Yes (pléase specify how) £

s

-4

ilfgz‘ , R

C36 -




- *e

; l’l :‘S’ B.

R e

L

If you have worked dlrectly'bxth the Volunteer Services

3.
Office, have ‘you been satxsfled with the contact(s)?
a) Yes “ | ‘ n:»: V.; P i~ ’ », 3
'b) No (please specify)
- s :
c) Not applicable | ’
4. Have you ever been a school volunteer? T R
a) No- o
b) Yes (please spec1fy the - area(s))
ASSESSMENT OF NEEDS
5. Please rate the importance“of using volunteers in each .
of the follow1ng areas (cxrcle the most appropriate
number) :
e - ) Very ~ Somewhat Not
. - Important Important Important
a) Individual remedial 4 3 2 1 0
help (tutoring)
b) Group remedial help in = 4. - 3 2 -1 0
"a subject matter area - = . . o
L‘,‘ . . 5. . ~ C :
¢) Individual accelerated 4 3 2 1 0
help in a subject matter : ‘
area
d) Group accelerated help ~ 4 3 - 2 1 0
in a subject matter area
e) Library assistance 4 L  3 2 1 0
| (selecting books, story-, - . ' ‘
_telling, etc.) ~ = . oo
183 ‘l’ ,“~"" ‘ ’ -
€37 . |
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£)

g)’

h)

i)

3)

Vexy Somewhat Not
~Important Important Important
Playground (or halls) 4 - 3 2 1 0
assistance :
Field trips or other 4 3 2 1 0
on-gite visits away - :
from school
Community resources .4 3 2 . 0]
. (speakers to discuss -
. various-topics of
potential interest)
Office assistance - . - 4 -3 2 1 0
(helplng secretaries
in various student- - .
‘related activities) = = )
Teacher assistance 4 3 72 1 0

(papexr work, grading, .
working with students
on projects, etc.) ’

Please list any other areas in which you think volunteer

services are 1mportant and should be offered: .

L 4

-
Q

Please list any suggestions you may have regafdlng the
role of the community in recruiting, placing, supervising,
and evaluatlng school volunteers:

°

.
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VOLUNTEER SERVICES OFFICE

-

COLUMBUS PUBLIC SCHOOLS o
COLUMBUS, OHIO = ‘

* . ASSESSING THE NEEDS OF THE SCHOOL VOLUNTEER PROGRAM
~ (Admxnlstrator Survey)

- g S

Name [

Position

"
S

Directiong:
Please answer the followlng questions as well as you can
by a) circling all approprlate responses and b) answering
in your own words wherever your open response is requested.

QLTEEnk you.

B

A. ' BACKGROUND

1. Have you worked (dlrectly or 1ndlrectly) Wlth school,
volunteers? ’ .

“ o | - &

a) No

b) Yes (please specify how)

@ o ) > e o S
2. For the following list of volunteer related activities

please check a) those in which you play or have played

a role;  and b) those in which you feel an admlnlstrator
in your role should be involved:

M = d .
L

s ogr e

L s . " »
e Goa e

| | S eser




L a) am or have b) should be
. ~ Type of Activity been involved involved

Recruitment

Placement

Supervision

" |Evaluation

Program Planhing '

Teacher Orientation

S 'V Volunteer Orientation

Teacher Training

e {Volunteer Training

RN 3. Have you worked directly with ihe Volunteer Services
o Office? '

- a) No !

. | "~ b) Yes'(please specify how)

¢

-

-

If you have worked directly with the Volunteer‘Serviceé
Ly Office, have you been satisfied with the contact(s)? '

PR
S
L ]

o . a) Yes

o . ! [
.8
B

b) No (please specify)

c) Not applicable

5. Have you ever been a school volunteer?

.~ -

a) No

b) Yes (please specify the area(s))

@ - 186
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ASSESSMENT OF NEEDS

6. Please rate the importance’of using volunteers
of the follnuing,aneaa (circle the most approp

y . W
T ST o R = o N o e
RO S - - : o E

number) : .
- + +
. Very Somewhat
Important Importan
a) Individual remedial 4 3 2 i 3
help (tutorlng) SO
ST . T B
b) Group remedlal help in .~ 4 3 2 §5§%
» B ok (B 1
4 a subject matter area : &
c¢) Individual accelerated 4 3 2 L 1§ Qo
help in a subject mattex 0
l area ¢ Cl
d) Group accelerated help 4 3 2

in a subject matter area

e) Library assistance - 4 3 >
(selecting books,
storytelling, etc.)

£) Playground (or halls) 4 3 2 B
assistance i .
g) Field trips or other 4 3 2

 on-site visits away
from school o

" h) Community resources 4 3 2
(speakers to discuss

various topics of

potential interest)

i} Office assistance 4 3 2
(helping secretaries )
'in various student- ~ -
related activities) .

j) Teacher assistance -4 3 2
(paper work; grading,
working with students
on projects, etc.)

- C41

‘ ‘ : ;
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Al “‘é '
el
s }
7. Please list any other areas in which you think!@RibLile®.r
services are important and should be offered: . '
¥
8L B
i :
- ,,:f '
(r:
S 1
£ ¢ { »
¥ s X
42, O
.
l‘g » v
’ 4§ &
8. Please list any suggestions you may have regart g _'
role of the administrator in recruiting, placifg® Xif)
supervising, and evaluating school volunteers:|Es i% ‘
§
ﬂ"’;’ ¥
‘ 3
5 )
J‘VT“
‘, ¥
3:._;;“]
T
R
b
g 5
fﬁ i.b é
N it 4
a a:“éj' o - 1
\ e ‘
A - |
[ ’ . i
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Name of Teacher , - Grade Level

School

== ERE

VOLUNTEER SERVICES OFFICE
COLUMBUS PUBLIC SCHOOLS
COLUMBUS, OHIO

ASSESSING THE NEEDS OF THE SCHOOL VOLUNTEER PROGIN
! (Student Survey 9-12)

To be filled o@t by the Teacher

!

R Number of St|
. the class to~

Directions l
Please explain to your students that a special grof
the Columbus Public Schoqls is trying to, find out I
kinds of vciunteer help are needed in the school.
read to the students the followihgq definition of a
volunteer: A volunteer is someone who comes into

school to help students.| A volunteer is not paid

but donates his or her time. For example, a volun
could assist in the following ways: by tutoring,

assisting in the 11brarywor on field trips, bv spe
on special topics of interest, etc. Record group

responses (e.g., based on a show of hands) in the ¥
appropriate space(s) forleach of the following 1te|

~ BACKGROUND ' .

1. " How many students in thisiroom have come in contact with |
during junior high schoollor high school. (please record}
ber of students responding for each category). ‘

¢ " : /.
no contact . 4

L
oc¢asional contact
|

. frequent contact .

| 189 .

) . i
L. C4
v S T o7 5 N
FEo . " . i RIS oy (A Pl
T RS n B I
N . i .

"




¥.¢ [ Y =

B, NEEDS ASSESSMENT

2. In what ways could volunteers help in our sch
(List student suggestions.)

v

]

3. In what ways do theﬁstudenta feel they as sed]
school students could be helpful as volunteer}
with younger students? (List student sugges

4. If given the opportunity, how many students
- volunteer to help younger students?

numbex' of students responding
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"f?” o ' VOLUNTEER SERVICES OFFICE
L ' COLUMBUS PUBLIC SCHOOLS
COLUMBUS, OHIO.
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ASSESSING THE NEEDS OF»THE SCHOOL VOLUNTEER PRO
(Student Survey K-8)

“a
PR

To be filled out by the Teacher

_ Grade Level
# \‘/4("‘: k T
g Number of 'St

the class to

- R @
S 4
"
4
' "
N !
w
N L
S5
a -
B -~
& £ i

. Digections -

Please explain to your students that a speclal gro

the Columbug Public Schools is trying to find out
kinds of volunteer help are needed in the school.
read to the dents the following definitiop of
volunteer: A volunteer is someone who comes into
school to help students. A volunteer is not'paid
but donates his or her time. For example, a volun
could assist in the following ways: by tutoring,

‘ assisting in the library or on field trips, by spe
: Record group |
- responses (e.g., based on a show.of hands) in the

on special topics of interest, etc.

appropriate space(s) for each of the followxng ite

"

ey

-

"
i
o ;
;
!
L)
l')
"
IS M
A
.
,
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"
-
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BACKGROWND

1. How many students have been in classes in which volunteers were help-
ing students in the following ways? How many liked having this kind
of help. ‘ .

@
-

Number of Students Responding

Type of Liked Having
Help Help

a) Helping individuals or groups in subject
matter areas (help in reading, solving
problems, etc.)

b) Using the library

¢) Organizing the playing of games, ete.
o (on the playground, in the gym, etc.)

d) Helping on field trips or other out~o£—
school activities.

\\

e) Speaking to the class on various ”
topics.

s

2. Based on their experience with volunteers, how many students feel
that: ,

a) They feel important when a volunteer helped them.

b) They have learned some worthwhile thing from a school
volunteer.

P ‘h\ .
‘¢) They couldn't understand what the volinteer said.

d) They already knew what the volunteer talked about.

lll!

¢) They became more interested in what they were stydying af-
ter a volunteer worked with them.
*
£f) They understood their lessons better after a volunteer .
worked with them.

v , o

C46 . -




B.

- .
3. What do the students. like most about volunteers?
(List responses) .-

-

4. What do the students dislike mosﬁ about volunteers? A',;
(List responses) .

NEEDS ASSESSMENT

5. How many students would like to have more adult volunteers come
to work with them at school? ,

. i :
6. How many students would liie to have older students come to work
with them at school?

193
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Name of Teacher 4 “ A x

Building

VOLUNTEER SERVICES OFFICE
COLUMBUS PUBLIC SCHOOLS
COLUMBUS, OHIO

ASSESSING THE NEEDS OF THE SCHOOL VOLUNTEER PROGRAM
(TEACHER SURVEY)

L 4

Grade Level

Number Years  of Teaching Experience

-

s

: Directions

Please answer the following questions as well as you can by
(a) c1rL11ng or checking all appropriate responses and by {b)
answering in your own words wherever your open response is re-
quested. Thank you.

A,

BACKGROUND

A

Have you used volunteers in your classroom within the last two years?

-

K

1.

(a) Yes (b) No

tJ

From what source(s) have you obtained your volunteer>9
(a) Check the appropriate source(s).
How educationally valuable has the volunteer help been?
(b} Check the most appropriate numbers in Column b

(2) Very Educationally Valuable -

(1) Somewhat Educationally Valuable

fO) Not Educationally Valuable

USING THE I“F”RMATION ABOVE, PLEAQE RE°PONﬁ TN THIS TABLE:

fa) (a) (b)
. . Volunteer|{Other |How Educationally
EXISTING VOLUNTEER PROGRAMS Services |Sources iValuable?
- . Office
N () (1) (0
a) Pre-Kindergarten .
b) Library
¢) Tutorial
d) School Health
e) Community Resources h -
£) Mini-Humanities o B o
g) Other (please {gintify;

Authorization: CLD
Ref. No.: 047




3. In general, how satisfied have you been with the volunteer program o ]
within your classroom? Please circle. i

a) very satisfied .
= b) somewhat satisfied S
. c) not satisfied (please explain) . - .
. d) not applicable. . : )

4. -Would you like to have volunteers helping you in your classroom?
(Circle appropriate response)

a) yes
b) no ,
If no, explain why

7

5. If you would like to have volunteers, what are the aéceptable method (5) i

for you to request assistance? Rate the following methods by checking
the appropriate column. v '

Methods of Requesting Volunteers Acceptability -
: of Method

Acceptable | Not
Acceptable

a) Telephone Call to Volunteer Service Office ) e Lo
[ B) Written application to Volunteer Service Office - *{
[TC) CoNTact a VOIUNTEET CoOTAIMator assigned to

your building
d) Be interviewed periodically by a Volunteer
Services Office representative
e¢) Request services frow the building principal

f) Sign a request sheet in teacher's loungesof
school office . .
g) Other (please list) ;

S

6. Have you ever been a volunteer?

(@) Yes  (b) No

E-2 E [ o R ;1f){; ~ Authorization: CLD

. - Cr/qcl ©+ Ref. No.: 047




>y 5 ok S e
-~ 'B. ASSESSMENT OF NEEDS . B S
¥ The following list itemizes areas in which school children may need assistance or

« "¢aenrichment in addition to that offered in the classroom. Using the rating scale
. ¥ provided, please rate each subject area according to the needs you perceive chil-
7. dren have for it. In‘addition, in the space provided, briefly explain how a vol-
' unteer could help. Think in terms of tasks a volunteer could perform with children
individually or in small groups and also in terms of tasks the volunteer could per-

N form to free the teacher to work with individual children.

"* 'How Important Is The Need? 'How often does this need occur?

© "4, Very Important _ , - 3. Daily :
3, : o . : 2. Weekly ) : B
', " 2. Somewhat Important e . - 1, .Seldom : :
T : N o -~ 0. Never

0. Not Important

Areas /i“ Which : How Impor- | How Of- | How a Volunteer Might Best Help
Volunteers o tant Is ten Need] .
Could Help - The Need? |Occurs
Reading | One to One | ks
sr | croup 1
P, ing Ofie 1?0 One \ .
e Group 1]
ihhdyriting One to One : ' | - .
Group ‘ . ‘ e
Spelling One to One
o Group . ) :
Arithmetic Dril11| One to One 1
. | Group
Social Studies {One to One, -
L Group '
Scicnce - One to One
S Group Co
;Silocting Books [one to One : '
v {.\‘ . |Group - ‘ '
TJ ' e to One - ‘ 7 —-.
I iGrOup - | | ’
T c‘b@ 1* .)G - Authorization: CLD
- e e e oot i "'Re-f'-" No'. 2052




Areas in Which
Volypteers
‘ Help

How Impor-

tant Is
The Need?

How Of-
ten Need -
Occurs

How a Volunteer Might Best Help

One to One

Music
Cu Group

brama One to One

Group

.

~ - " One to One
Dance

Group

Settihgvup
Laboratory

One to One

Materials Group

Additional Information about

Home and Community

>

Career Opportunities

ez T

]eople and Places

- . i

Environment .

.. Health and Safety ?

Additional Supervision:

" , . Plavground .
BN 4

iy Bus Boarding

ST
s

Cafe terla

: t Halls

Lavatory

Crossing Streets

i
Lo
-

P 01335 and Field Trips _

E S

Y

e

usf

L

Authorization: CLD'

Ref. No.: Q47




fﬁiieas in Which o How Impor- [How Of- How a Volunteer Might Best Help
¥~unteers tant Is. ten Needs, . :
_(:!1 Help “ The Need? |Occurs
Additional Information about: ; q
i~ Health Programs—FirSt Aid,
* . Innoculations, Vision
. Tests, Referral to Dental
- Clinics, etc.
7'5é ~ School Clubs, Activities .
and Co-curricular Programs
Enrichment from:
" Room Decorations
‘ ; : :
Picture File for ‘ ‘
Classroom Use . . ) o
Special Holiday Programs
- Ha#l Case Displays
P, - . i
.....u' Z —
.+ Helping students with .
. personal needs, i.e., >
g offering friendly at- : -
tention and a willing-
ness to listen,
e ) .
.

‘Authorization: CLD

%3 ,. 13& g . Ref. No.:047
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VOLUNTEER SERVICES OFFICE
COLUMBUS PUBLIC SCHOOLS
-~ COLUMBUS, OHIO

ASSESSING THE NEEDS OF THE SCHOOL VOLUNTEER PROGRAM
(PRINCIPALS' SURVEY)

Name Building
Student Enrollment Number of Teachers
Directions
Please answer the following questions as well as you can by (a) .
Llrc11ng or checking all appropriate responses and by (b) answer-
ing in your own words wherever your open response is requested.
Thank you.
A. BACKGROUND ‘ ‘
7 1. In which of the following areas has your school used volunteers?
- (Please check the appropriate source(s).
“ . Volunteer -
] ~ Services Other
EXISTING VOLUNTEER PROGRAMS Office Source(s)
aj Pre klndergarten !
b) lerary ‘ i

<«

¢) Tutorial

d} School Health

e) Community Resources

f) Mini Humanities

g) Other (please specify)

2, In general how satisfied have you been with the gquality“of volunteer~

F-1
11/73

services obtalned°

a) from the Volunteer Serv1ces Office? (Circle one)
(1) "very satisfied - >
(2) somewhat satisfied

- (3) not.satisfied (please explain)

4 “~.

»

. CQE;;E; '~ Authorization: CLD

% 199 . ;’ Ref. No.: 047
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e . b) from other source(s)? (Circle one)
L g (1) very satisfied

;_.. (2) somewhat satisfied

(3) not satisfied (please explain}

B. ASSESSMENT OF NEEDS

3. Please rate the importance of using volunteers in each of the follow-
ing areas (circle the most appropriate number):

o Very . Somewhat  Not
v : . _ Important Important Important

. a) Individual remedial help :
(tutoring) ) 4 3 .

to
—
[=

b) Group remedial help in a
subject matter area 4 3

o
—
(=]

. ‘ - ¢) Individual accelerated help
in a subject matter area . 4 3 2 1 0

d) Group accelerated help in a
subject matter area 4 3

tJ
[
e

e) Library assistance 4 3 2 1 0

(s8]
—
(=]

. . b £) Playground (or Halls) assistance 4 3
l i . ) i

g) Field trips or other on-site visits © 4 3 2 1 0
away from school - -

2}
D
—
<

: h) Community resources (speakers to - 4
v discuss various topics of potential
interest)

i) Office assistance (helping secretaries 4 3
in various student-related activities)

[N
—
<

j) Teacher assistance (paper work, graa- 4 3 2.1 .0
) ing, working with students on projects,
etc.)

4, Please list any other areas in which you think volunteer services are
important and should be offered:

-

11/73 " . Authorization: CLD

. GEEy esY Ref. No.: 047
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For the following list of volunteer related activities, please
check a) those in which you play or have played a role; and b)
those in which you feel an administrator in your role should be

involved

Type of'Activity;

A) am or have
been involved involved

B) should be

Recruitment

Placement

Supervision

Evaluation

Program Planning

Teacher Orientation

-

Volunteer Orientation

Teacher Training

Volunteer Training

R R G

Authorization: CLD
Ref. No.: 047
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. VOLUNTEER SERVICES OFFICE
COLUMBUS PUBLIC SCHOOLS

. . . . coLumaus, oHIO

W oo ’ S ;
/ _ASSESSING THE NEEDS OF THE SCHOOL VOLUNTEER PROGRAM
T (Volunteer Survey) ’
: \( . B . "} | . ). »4.~ o -
“Name S —~ S — .
Area(s) of VOlunteer experience S
Number of yeats as a mchool volunteer N !
" N ) Di ;gctlgnﬁ
,Please ‘answer ‘the following cuestions as well as you can
*v a) cxrclino all appropriate responses and ) answer:na j
in vaur “own words wherever your open response is reaueste.
: S r ‘ - Y . " Than¥ vou.
- S oo ”'”' . - -’
A. DBACKGROUND z 4 L

1;, How valuable or wofthwhlle has your experlence as:a school vol-

K  unteer been? _ , i
4 { y PR . . o ) ’
e . J ‘
B, ,‘\i -
\k‘ " "
2. How has the classroom or superv151ng teacher added to or detracted - °
g from your volunteer exporxence? »
@ it
v ' i* s o 3
. =
> , R ,
v v - ' J & ¥
s K& . ;

' : ‘ n’{:; g'o p :b : ’

! ) ‘1' i R 4 ' ‘ M N " 3
. LA ¥ . - .
‘, ‘ o . (a 5‘ a - ""Authorization: CLU-
: ! ” x, ”’,‘)f'"‘ “' \\ 4 Ref- . NO.: 047 "/ v
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I,

How ha- the Volunteer SﬂrVicel Offico

R -4,

o - assisted you in
R ’ your voluntccx woxk? DT
o i f‘/‘ . | ﬁ 1y y ﬁ -
; l}‘, I f . )
- . ‘
= : R -
N

How would you rate the orientation and training you

- . received as preparation for your volunteer experience?
. -
. » -

B
N

o

RS e

N DU v P L . S . RN - o o
B T e a2 - Slelr SRR .S S RN T i O LN

-

asssssunuw OF NEEDS [ o

. ¥
P

Plea-e rato the importancc oﬂ uaing volunteera in eaci
of the ~ollawing areas . (cirele the most appropriate
nuMbor):‘W“ Lo e

S  . ory“
L o ‘!EEQE_EQS

|  Indivxdua1 rcmedial

help (tutoring)

Group rcmadial holp 1n
a aubj-ct mattar area

Individunl accoloratcd
help iqéa gubject matter

‘axea e e

. - ‘
J( ;, .

Group accoltratod help
in a aubjdct matter arou

Library annintanco !

o

4 3

4 3

Somewhat Not
Irportant Importynt

2 1 0

. {selecting books, . |
; storytelling, ete.) | "
) i ..;‘ T N R
) i e ( . A b " 2 ! i
Peo . i " . b ! 21‘0 3 o R - Co
3 v Co 2 N : o ‘
. g . » o we v ey * ’41 N 5 e .o
,‘}/ . . "“ B 1 ] ’ «;'751\ X ! ) A“tbor’-z‘tion :» cm <f
4 v L W 5 ,
. . . B y 7, Rafo No.: 047 -
= ,, e ” . “ ‘ o . ) 4
) , o ) A .;4 ‘ .
W A i, B v @
\ L A o : !
. x> . d oo v "" . o




AR = T e i, s "
A o " LY “ "‘T o e ' b;,"‘
; . ,‘ 1 @y s i ’ | i -
. ' , - LR T . -
S v »E e Very ' Somewhat ' th
f) Playground (ox halla) 4 3 2 1” 0
o aan;ptanco . L ~;¢;~, : ) ! .
g} Pield ttipu or other 4 3 2 1. o0
o on-site visits away ‘H, PR , .
o from schoql | o B - T .
I ,‘,‘u - E . Sy ‘.l,. . i
n cOmmunity resources .4 3 2. 1 -0
~ (spenkers .to discuss e S 3 Lo
., various topics of L : ‘ .
. potential intercst) T T
‘Ai)‘ Office auai-tancc 4 3 2 . 1 0
2 . ' (helping secretaries’ o ’ “
““in various student- R | .
o . related activities) - .~ . | .
" ''j) Teacher amsistance 4 3 2 1 ¢
" (paper work, grading, o 0
- working with‘students ’
.. - on projects, etc.) T | |
6. Please list other areas in which you think volunteer ~t e
' services are important and should be offered.
s S : K .
" —-
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APPENDIX D

3

SAMPLE WORKSHEETS, EXERCISES AND FORMS

FOR

BUILDING LEVEL OPERATIONS

. 1
- .
. L d
e : e N
« *

Table of Contents

Phase I WorksheetS...ceeeeeeecaceccssceccccscsessccssossanss D1
~-Identifying NeedS......cceeceeerecssccccccsssccanssscsass D1
4 -Analyzing School Attitudes Toward Using Volunteers...... D2
- -Analyzing Potential Volunteer Resources and Available .#
Site RESOUICES...ceveesececscasapeacssccacssscseancsasssss DI
-Identlfylng School ProceduresS. ccecccceccccsccnccscsseey D4
~Monitoring the Volunteer Program,.......ccceeeeeeecceses D5
Phase II EXerCiS€.,ccecceccccsccccccccccscscsccsscsccsscncascs DO
Phase III EXerCiS€.:ccecessccscscecsscsscsssssniscscscssccccs ;ﬁo
-Worksheet A Teacher Worksheet: Analysis of Time Usage... D14
-Worksheet B Teacher Pre-Assessment Worksheet: Preparing
for the Volunteer....ecceeeecescecsonsessscessasaassenss DIS
-Worksheet C Teacher Worksheet: Planning........ceeeeeeeee D17
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SAMPLE

_ \ 7 “ /
PHASE I WORKSHEET
Igg'ntriﬂing; needs - - o L
List as many different specific jobs you would want a S
school volunteer to perform for you in and out of the |
classroom. A — - -
1‘ . ‘. . ' ' S e e e
2. : C
3.
4,
! Bramstorm/compare/categonze , S
"(The Area Coordinator may also discuss services
currently ava:.lable y
T v
Y
.. L2 H

D1l

S T U




i

3

PHASE I WORKSHEET

volunteers.
Topic -

a. Studeht attitude

Analyzing school attitudes toward us

)\ For each topic given, identify an advantage and
a potential problem area in the use of school

R

Advantage

Problem Area

SAMPLE

toward school

b. Curriculum

c. Faculty

Attitude

d. Administrative
chision-Making

207
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U S —

PHASE I WORKSHEET

LS

Analyzing potent1a1 ‘volunteer resources and available
site resources

For each category, describe resources you have
. available or need to develop to insure effective
voluhteer programs in your school. -

1. Interested people in the community

"Have Need to Develop
1., 1.
2. 2.
3. 3.

2. Tlmé for volunteer to assist (if the assistance involved

out of classroom tutoring or work) X

Have e - Need to Develop

S - 1. _ )
2. ~ 2. -
3. , :

3.

3. Places for volunteers to work with students

. Have Need to Develop
I , ‘ . 1. '

-2, — , i ) 2.

3. , , , 3.

208
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PHASE I WORKSHEET . ‘ .

Identifving School Procedures »

In the list of responsibilities qiven, ‘write "A" if
you think the task is the responsibilitv of tbe school
administrator: "RP" if you think it is the responsi-
Pility of the School Vslunteer Resource Person; "T" if
you think it is the responsikility of the individual
teacher using the schoosl volunteer: "V" if you think
it is. the responsibilitv of the VOlunteer& "VC" if vou

think it is the responsibility of the schbol volunteer
chairman. ’

[}
1

o

1. Organizing neighborhood recruitment.

2. Supervising volunteer placement in the school.
3

. Conduéting volunteer orientation to school
volunteerism.

4. Conducting volunteer orientation to. local school

(tour of the building, explanation of school
rules and procedures). v

5. Plannhing in advance for volunteer's work and contact
) with students.

: 6. Avoiding assignment of resoonsibility beyond .

v

volunteer's ability.
7. Conducting in-service training sessions for teachers.
8. Conducting in-service training sessions for
volunteers. i .
9. Conducting staff orientation - Planning with staff

| and reviewing the purposes of school volunteer
. programs.

10. Signing in and out of the building.
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‘ ' ‘ SAMPLE

»

[ 9

PHASE I_WORKSHEET

- In list of responSLbllltles given, write "A" if
you think the'§ask is the responsibility of the .school =~ _ Sc &
administrator;> ‘#" if you think_ it ig the res onsi- <
bility of the School Volunteer % ‘; B
if you think it is the responsibilfity of the individual
teacher using the school volupteétr; "VC" if you' think
it i& the responsibility of the school volunteer chairman.

1. Acting as liaison between the volunteer program
in a particular school and the volunteer program
for the Columbus Public Schools.

2. Anticipating information and materials volunteers
will need to carry out assigned duties.

3. Maintaining contact with parents and Communlty
groups to inform them of involvement and
activities of volunteers in the schools = ——

4. Keeping- monthly records of volunteer service.

5. Following up on volunteers who are absent. _

6.- Bvaluating the wolunteer's effectiveness in , ;
his job. ‘

7. Evaluating the volunteer program as viewed by
the volunteer.

8. Making recommend&tlons for modlflcatlons of
volunteer services. '

9. Collecting, researching and presenting ideas
concerning development of new programs and/or
gervices.

10. Conducting orlentatlon and tralnlng segsions

for teachers and/or volunteers after the initial

building orxentatlon and training session.

| ‘I I llll l l |~




SAMPLE

. S§ II (EXercnse to be Completed) .

| 1) Discuss results of Phase I exercises and formulate
' goals for the individual volunteer program. (List
five goals of Building Volunteer Program)

a. .

b.

q’

d.

e.

2) Identify resource person
a. Job description for Resouree Person
b. Idenj:ify gstaff volunteer' person
T 3) Icdentify buil’ding‘ wolunteer cnairman

a. Job description .

- . b. Identify potential building volunteer chairma’n

.' c. Principal contacts building volunteer cha: rman,
explains job and enlists ; i

© 4) Identify building prOVL51ons for volunteer program;
a. Building entry
(1) Parking
(2)h Door to enter
. (3) Place to report .
b. Sign in procedure

¢. Introduction to teacher

(1) Principal, Resource Person, clerk or other

b takes the volunteer to the teacher |
- | (2) 'feacher meets the volunteer at the sign-in'
. place and takes the volungeer to classroom -~ .
g 4. \"vBuildincj orienta‘ti_on alternatives .
- o 211 | L
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(1) Teacher provides building orientation (briefly
: outlines building policies and conducts
building tour)

or

(2) Principal/Resource Person/Volunteer Coordinator
provides building orientation

(a) Individually (as volunteer comes)

(b) Group (orientation segsion held for ail
volunteers). Time allowed for this in
school day, after school or in the evening.

5) Identify time and space for volunteer to work with
chiléren 1nle1dually

a. Time

(1) Out of class time

- (2) Study perlod time
(3) In class time
b. Space
(1) ﬁRoom“

(a) Spare room for, small tables, etc. for
tutor/student work. Assignment procedures
to control use of space (someone must know
who ig scheduled in the tutoring room and

"when) . -

" (b) Chairs for tutor and student in hall
. (c) Other
6) Recruitment

a. Audience

(1) Groups thhin the school community to contact
(p.T.A., room mothers, churches, business

i organizations, etc. ) d///’
(2) Parenta‘letfer gent home with all students

7 212

t




(3) Another school (junior high students to work
with elementary in turn about fashion)

(4) Methods - discussion of alternative recruitment
- methods :

(5) Procedures - discussion of alternative
recruitment procedures ,

=

7) Placement
a., Methods
b. Procedures
"g8) fTraining.
a. Conducting pre-service training for volunteers .

(1) Time included with building orientation or
separate programs used ‘ v

(2) Place
(3) Program organizer

b. Including in-service training for volunteers (the
_teacher provides on~the-job training fo:uvolunteers)

(1) Time for teacher/volunteer work
(2) Matefials needed or desired

v

. (3) Provisions for feedback sharing of procedures
and results

c. Utilizing in-service workshops available at the
building or area level for teachers, volunteers
or combined group .

(1) Time available
(2) Request procedures
(3) Arrangements hecessary
(4) Program organizer
9) 8upera§ﬁion/ﬁvaluation j s ;w

a. Teacher responsibilities 21 3

- N " DB
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(1) Problem referral (to Resource Person-Area
Coordinator)

(2) Request
(3) FPeedback
(4) Periodic evaluation
(5) Year end evaluation
b. Resource Person responsibilities
(1) Problem referral
(2) Request
:5) Feedback e
(4) Periodic evaluation - building summary
(5) Year end ;valuation - building sﬁmmary
' ¢. Volunteer Chairman responsibilities
(1) ?robleﬁ refefral
(2) ﬁequest
(3) Feedback

(4)v;éign‘fh sheets - check ~ change sheet monthly -~
forward to Area Coordinator

d (5) Periodic evaluation - summary of voluntee?
' report .

d. Principal responsibilities

(1) General Building Supervision - feedback
directly to Area Coordinator

(2) Periodic evaluation

(3) Year end evaluation

"10) Recognition - Discussion of possible recognition
procedures '
214
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PHASE TIIX Exercise ‘

Teacher Pre-Se;vice Orientation and Training for the

Use of Volunteers

1)
2)

3)

‘Self-analysis Of time usage (Woxksheet A)
Teacher pre-assessment (Worksheet B) v

Pre—service'pianning for teachers using volunteers --
Materials or information the teacher needs to have
preparad for the volunteer. (Worksheet C)

a. Assimilation of volunteer (discussion of
recommendations by volunteer planning committee)

(1) Building
(a)wiParking, building entry

(b)Y Locate sign~in sheets and sign-in

procedure
P “

(c). Locate classroom the volunteer services, .
rest areas, working planning areas (if
available ‘for volunteer use) library,
cafeteria, nurse's office, etc.

(2) Planning classroom procedures ‘ ,
(a)jaFamiliarfée volunteer with classroom
facilities, work areas, reading tables,
. record and book supply, storage areas,
- students' storage areasg, etc.

(b) Provide class members' name list including

seating chart currently in use

215
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(c)
(a)

(e)
(£)
(g)
(h)

(1)

< (a)

(b)
(c)

(a)

(k)

Familiarize volunteer with classroom
instructions, procedures, including
teacher's basic educational philosophy

Familiarize volunteer with classxoom
break procedures (recess, rest room

procgggifa, etc.)

Introduce volunteer to teachers in rooms

near the classroom the volunteer services

Discuss teacher-volunteer expectations
concerning volunteer services

Issue textbooks or materials needed by

volunteer

Discuss with volunteer confidentiality
of studenits' records ,
Provide opportunity for volunteer to
observe teacher ahd students

Discuss training necessary for volunteer
to effectively complete assigned tasks

Ttemize training to be provided by teachexr

(3) Planning One-to-One. Hélp

gelect student(s) who desire and need
extra help. (The amount of time devoted
to each child is left up to the classroom
teacher) -

Check out textbook to the volunteer

Accompany student to the initial session

with the volunteer and provide specific

plan of pages and materials to be covered
e

Try to keep help on a one-to-ohe basis

unless other arrangements can be made

with volunteer ' ™

216
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(e) Be prompt with materials. Be sure
volunteer has materials in advance to
adequately ‘prepare for session

(£) Be willing to guide and help the volunteer
if problems arise

(4) Planning for volunteer general classroom
asgsistance

. (a) Have materials and specific accompanying
directions ready for volunteer

(b) Volunteers should have access to a type-
) writer and, if gqualified to operate one,
T . to the Bitto machine

(c) Try to make clerical type duties meaningful
-and valuable. Avoid asszgnlng the

"(5) Discussion of the teacher's role in supervision
(a) Plan some time for volunteer/teacher
pre-planning
(1) Twenty minutes before or after classroom
service allocated to planning .

C (2) Teacher initiated telephone planning
' sesgions at convenience of both teacher
and volunteer

. (3) Instruction feedback forms if necessary

___for volunteer working with individual

or small group tutoring activities

(b) Plan some time for periodic volunteer
evaluation. Commend volunteer for com~
petencies, encourage volunteer to engage
in activities that could foster her growth.
When available, provide volunteer with
materials which may help her to become a more
able alshgtant. :

+ -
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(6) Discussion of the teacher's role in evaluation

(a)

(a)

(b)

(7) The teacher's role in recognition

An evaluation form will he due to central
office at the end of each year (with the
understanding that the evaluation farm

can be utilized personally for periodic
volunteer evaluation and that any problems
occurring during the year should be
immediately referred to the resource person
who may communicate the problem to the

Area Coordinator if necessary) refer to
evaluation section

Participation in any planned hhilding
recognition

Periodic personal recognition of volunteer
including student remembranhces and verbal
“thank you's"

-
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BHASE 111 WORKSHEET A

: T ggggr ngkgheet~ Anglgsis gf Time Usage 7

‘The classroom teacher regulazly devotes,time to the

following activities delineated below. Please, attempt
to utilize this chart as a basis for analyzing how you
spend your teaching day. It is, of course, impossible

;”to ‘break down ‘time spent exactly. This exercise. is
H il ,

“hoped, however, that the chart provided will help you

to anllyze your teach:ng dutxes in relation to time.

’L»

| S . - ‘ : Abprok.
‘-Teaching Activities L B ; Time Spent

% 6f Time

 Represented

1, - Planning Act;vxtxes both §enera1
and specxfic : .

2. Motivation Activxtxes both
 _general and specific

3. Instructional Activities :
a. Initiating a concqpt attitude
; or skill
1.1 b ‘CTonsoiidating a new coneept.
- attitude or skill
c. Addxng Content to structure

-

4. Supexvislon Actlvitxes both
» active and passxve

§. Technical Actxvxties - ({i o
Skilled and non-skilled such
- as organizing materials, bulletin
boards, work pro:ects. etc. o o,

| 6: EValuatign and étmediatioh‘
 a. Designing instruments‘
b. Administering Tests
- Objective marking ‘ .
4. Subject marking |
e. Recdxdinq» ; , ;
£ Intetpfeting scores
g. Diagnosis and Prescription -

h. Remedial tgéch;ng

e - ¥ ‘
7. Guidance and Support Activities

8. Others, please specify-

AR e
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PHASE III ﬂORKSHEET B

-

a. Lxst the. kinds of services a volunteer could
prov;de for you and -your students in the
classroom i.e.,. examples one-to~one or small

- group help 1n subject areas. - T :

! 1.
2.
3.
4,
5.

b. List what the volunteer needs to know/be able to
‘do to perform the services you need. i.e., examples
_materials to be used for tutoring - basic -

gtutorlng procedures =
) ) 4

1.
2-’ - . ““ )
3. ’ ‘ I ;
4. :
5. L o - L
o , o Y\ , _ ' {
c. List the areas in which you can provide necessary
volunteer training and areas in which tralnlng '
;;:f:should be- provided by another source.
Teagher Provided Tralnlng Other Source Traln;ng
Tt 1‘ o . 1. V
2. o : - 2.
- 3. , 3.
4. , : 4.
d. List materials or space needs which need to be
' provided for volunteer to perform her services.
Materials (Have) Need to Develop or Acguire
1- : ‘ B Q 1. :
2., g 2.
3. L . 3.
- Space (Have)  Heed to Acquire
1. ‘ E ) .
2. . " Lo 2
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Identify and list the procedurgs‘that you would
like your assigned volunteer to follow.while

‘working with you. Collect samples of.things such

as:

1. Lesson plans

2. Record keeping device
3. Evaluation, instruments

- 4. Assignment sheets

5... Progress reports
6. Attendance cards
7. Typing formats

-8, Teachers' manuals

Identify and list procedures and policies that the
school expects your assigned volunteer to follow
while working in the school. Check in teacher or

' student handbooks for samples of such things as:

4

1. Parking Stickers

2. Sign~in sheets , \

3. Student Forms - hall passes, library and
absentee slips, etc. ‘

4. Bell schedules »

' 5§, fTransportation requests and parental

permission slips
6. Fire drill procedures

221 -
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PHASE TIT WORKSHEET ¢ | R

. .+ Teacher Worksheet: Planning

To utilize effectlvely a volunteer. there must be

- planning between the teacher and volunteer. This
need not be a lengthy glaﬂnlng session. -After the’
vélunteer becomes familiar with the technigques used
to .teach skills, the ‘teacher qe&d only to- designate
‘areas or gkills.the volunteer should stress.

) . It is suggested that a folder be kept on each Chlld
' or group working with a volunteer. A form is provided
—- to be used as a guide. Both teacher -and volunteer
' must be aware of the needs of the child- and ‘the methods
used to meet these needs.

‘ The first two items are to be filled.out by the teacher.
- The second two items are to be filled out by the volunteer.

4
i
-

Name of’Groqgv . . ~~______.Date
s Teeoﬁer‘ S _ ; . Time , )
Skills

Suggested Materials and Techniques:

‘Techniques ané Materials Used:

Remarks: (Volunteer Observation)

222
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Sémple of Completed Planning Worksheet

Becky, John, /
Shelia, Kenheth, Orin, o
Name of Group _Sue, Harold, Rob, Janie Date _ '-9-7-72

Sty

*
&

Teacher i Mrs. Smith - e . Time 11:00-11:20

Skill: Language Development - oral - they need help in
| expressing themselves. We need to provide maﬁ?
experiences that will get them to orally express

their ideas.

Suggested Materials and Techniques: Pictures to tell a
story. Let them talk freely at first, then put
in story form, dictating while you recoxd on one
of the experience charts from the cabinet. You
may also wish to read the story "The Blind Men
and the Elephant" on page 13 of the teacher's
guide of "The World of Languace" (on my desk)
next time you work with them. Our media aide
will run a copy for you so you may be familiar
with it ahead of time. Let the children dramatize
or recreate the story with their cwi dialogue.

Techniques and Materials Used: I let the children tell
me about the picture you gave me. I think the
class would enjoy hearing the children read the

story we wrote.

Remarks: John and Becky did not respond well to my ”
questions. John just shrugged when I asked him
about the picture.

- D18




TEACHER REQUEST FOR A CLASSROOM VOLUNTEER |

*

“

Name I s ... School

Grade Taught

I have successfully completed the first units of planning for

-~ use of the services of a volunteer and I am interested in

- ~__using the'services“df?a volunteer.
I agree to provide for my volunteer “the necessary plannlng

and trainxng as outlined 1n the _ gompletgd planning unlt.

Teacher 's Signature

VOLUNTEER TIME PREFERRED | o o )

| ¢ |awyopay MONDAY | TUESDAY | WEDNESDAY | THURSDAY | FRIDAY |’
MORNING - ’
AFTERNOON

224
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SAMPLE
PUBLIC RELATIONS

MATERIALS

Table of Contents

News Releases

Human Interest Story....eicececececoeeceocnctocceceseses
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Parental Recruitment Letter

Suggested TV Spot
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“tvorking with People.....................................

A Volunteer's Viewpoint

..........‘......‘...’...........

Vmat Makesavolunteer Happy:.‘.........................

Certificate of Appreciation

Invitation to a Recognition PrograM..eeeeecccceccccecesos
LettEr of'P\ecoghitionQOOQ.............‘.....0.6..‘........

Sample Flyer

..........00................0....0‘.&.......

Sample Brochure.....‘..‘.‘..“."‘.'.‘.‘.."....I.....‘.
Scrlpt for Slide Tape Presentatlon.,.,..................
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COLUMBUS, OHIO " NEWS RELEASE
SCHOOLS SEEK VOLUNTEERS
The Columbus schools continue to seek persons to serve in the school

~gystem's Volunteer Services program.

-~

Mrs. Frances White, who heads the program, said the most immecdiate need

is for additional volunteers to work with classes of pre-kindergarten aged

~ g

children. .
Vs

An orientation program for volunteers in the bre~kin6ergarten program
will ke held Thursday, October 18, from 1-3:30 p.m. at the Columbus

-~ £ducation Center, Mrs. White said.

blso neeced, she said, are volunteers to work in ten inner~city school

library programs.

Mrs. White said persons in all walks of life -- housewives, students,
senior citizens, men and women =- are being sought for volunteer programs.

"People who love children and enjoy working in a direct action program are
: '

urged to participate,"” she added.

She said volunteers should be able to give at least one-half day a week

G

an@ will work directly in the schools where their services.have been re-

quested. Schedules and locations are arranged onn,tually agreeable basis.

Volunteers free the teacher from many non-professional tasks, giving
them more time for actual teaching dutiés. Volunteers also build a
Qronger link betweeln the schools and the community, Mrs. Whitg said,

Persons interested in obtaining more information about the Volunteer

]:R\(ylces program should contact the prograqéizgffice at 464-~4300.
‘ » Bl




é%gﬁ“é SCHOOL VOLUNTEER
N PROGRAM

COLUMBUS, LOHIQ

N | | ) - | " SAMPLE
NEWS RELEASE

RESQLVE TO| BE A VOLUNTEER

; - If you are still looking for a New Year's resolution,

&? mayie you can resolve to kecome a_Columbus PubligaSchool
volunteer. Now that tﬁe holidays are over and school is
back in full swing there are many children who need that
little extra help that a volunteer brings.

Mrs. Frances White, who heads the program, said that
new volunteers are always needed and that each year the
need for vqlunteers seems to become even greater. Teachers,
students and administrators alike agree that the school

. vulunteer has indeed become a‘priceléss asset.

Mrs.-White explained that there are opportunities for
vglunteqrs to serve during the school déy in the pre-
kindergarten, library, tutoring, community resources and

mini~humanities in inner-city elementary schools. Volunteers

are asked to give just one-half day a week and in return

gain a meaningful experience that will give lasting pleasure.
Why not start the new year out right by doing something

worthwhile‘with‘your spare time. Persons who are interested

should contact the Volunteer Office at 464-4300,
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. é%g)‘]‘%“é SCH-DL VDLUNTEER N
SS20° PROGRAM =

COLUMBUS, OHIO PUBLIC SBRVICE ANNOUNCEMENT SAMPLE

1, Make 1974 a year thaf counts* for you!l Voiunteer in the inner-city
elementary schools of Columbus. Peréonal training is offered in areas
of library, tutoripg, pre~kindergarten, and c0mmunit¥ resource volunteers,
For further informazion, call 464-4300. “

-

2. With the new year comes a renewed plea for volunteers in the inner-city ele- !
mentary schoolé of Columbus. Give just a little of your time to help form

the future of tomorrow's leaders. For further information, call 464-4300,

3 {l.mke a vital difference in the life of a small chlld' Volunteer in the
inner-city school‘&of Columbus. Training is now being offered in library,

tutoring, pre~kindergarten, and community resources.‘ Call 464-4300 NOW.!
? ‘ o - A
4. Still lookipy for a new year's fesolution? Why hot make it one to give .

of yoursel to‘helpqtamorrow's generation? The inner~city schools need
+

v

you nows Fo ‘pg;sonal training in lib:ary, tutoring, pre-kindercarten,

and community resources, call‘454~4360.

5. Become that someone special in the life of a small child. You give so

little and receive so much by H&roming a volug§eer in the Columbus
$ .

iy

"3\“‘ . o

inner-city schools. Call 464-4300 NOW!

Qi)
]
a";v“‘r

‘l!tart the new year out r;ght. Do something wnrthwhile'with your snare

time. Become a volunteer in the Colﬂmbus innar-city elementary schools.

EKC: further information, call 464-4300. 228
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HAPPINESS SHARED BY o
TUTORING KIDS

By DAVID DAULTON.
of The Dispatch Staff

Tutoring is a faﬁily affair for two Columbus newlyweds.

- Col. and Mrs. Sidney Zobel are participants in a volunteer tutoring program
in Columbus Public Schools. ‘

Mrs. Zobel, 72, who has been tutoring for two yeérs, met Zobel, 80, .a former
member of Gen. Douglas MacArthur's staff, while on vacation in England last .
spring. They married in September.

Now they tutor together at Eastgate Elementary School, 1939 Stratford Way.

Eastgate Principal Evelyn C. Jones said she feared she would lose the
tutoring services of Mrs. Zobel when she married and was delighted wnen the
_retired coloriel also volunteered.

"We're very pleased with them" said Mrs. Jones. "They';e doing a marvelous
job for the community."

Mrs, Frances White, professional assistant for voluntary services for Columbus
Public Schools, said the program now has about 30 tutors, mostly retirees.

"We could use twice as many," Mrs. White said.

B t
Mrs. White, who originated the program three years ago, explained volunteers
receive six hours training a week for a month before they begin tutoring.

Mrs. Zobel said the students vie for the honOf/gf’geing tutoxred.

"Some of them were really superb readers but they would say "I'm not very
good, really I'm not," Mrs, Zobel said. 'You can't be more flattered than
that." . ‘

\ ,,
She recommends the program to '"people who have time and interest and people
who 1like children.’ o

Her -husband added, "If you want to, there's plenty to be done in this world.
1f you want happiness, you have to give some." .

in reading at Eastgate Elementary School. Stu-

- R N '!{ | ACTIVE RETIREES-Col. and Mrs. Sidney Zobel tutor
A . L
‘ { dents, from left, are Anita Travis, 12; Audrey
1

N T , Diggs, 9; Tomothy Poindexter, 10; Mars Miller,
N &*(dﬁ - . 10; Victor Hagood, 11, and Richard Murphy, 12.
soeh oy > A . ] (Dispatch Photo b, Ken Chamberlain) :
! _’ "“’, |‘y¥ T‘;b ‘j -
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T COLUMBUS, OHIO
SAMPLE

LETTER OF INTRODUCTION

Dear

May this letter serve as an introduction on behalf of the
Columbus Public Schools Volunteer Services Office?

P

Our Office provides six programs to some of the Columbus
Public Schools. - They are: Tutoring, Library, Pre-Kinder-
garten, Mini-Humanities, School Health and Community
Resources. Over 600 men and women are now volunteering
their time but success has made our needs greater. .

We have found that our city is rich with human resources,
volunteers who are willing and eager to share their knowledge, .
talents, and experiences with children in their classrooms. °

Enclosed is a Brochure that explains in capsule form what
these needs are. However, we would like to personally meet
with you, to discuss the program in detail, and to ask if
your company or agency would be able to assist us in obtain~
ing adﬁitional volunteers.

We will be calling for an,appoxntment in the very near fut&?!m
and hope that this letter will serve as our introduction.

t If you have any questions prior to our meeting, please do
not hesitate to call us.at the Volunteer Services Office -~
464-4300, .

Sincerely, ”

IWR:qg v
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CoLUMBUS, OHIO

U

o PULLC |

I scHOOL VOLUNTEER
PROGRAM

Dear Parents:

There will be a School Volunteer Meeting Thursday,
October*9, 1974, at 10:00 a.m. in the
Elementary School Library to acgquaint and reacquaint

you with the purpose of the School VOlunteer program. .

Please come and bring a friend or neighbor with you
so that all of our children at : :
might benefit.

Coffee will be served.

. Hope to see you there.

IWR:g

E6
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gﬂl am SCHOOL VOLUNTEER
KA Vi _PROGRAM .

COLUMBUS, OHIO

. SAMPLE

PARENTAL RECRUITMENT LETTER

o
Dear Parents,
-

Read on parents and you will learn

What a feeling of satisfaction you can earn

L . . d

By volunteering a minute, an hour.or two
Of your special help at your neighborhood sahool.é
We nged tybigtg, artists, musicians and such : -
To give our échoo; program an extra touch.’
‘li | “We don't need credentials, or paper w}th degrees
We do need people ﬁho feel at ease.
Filing, sorting, checking out books
Helping our teachers improve their rooms' looks.

-
Working in classrooms, obtaining the.joys .

of Qhéfing your collections with our girls and boys.
Could’ you explain your job, or take us on tours,
Or help us in math, to feel more sure?

We.need you at school so share yourself now,

Fill out our form, it will tell how.

Return it to school as soon’ as you're through

» v | :
. The children and teachers are waiting for you. |
. . //.;__,/ﬂ 232 i:) . » ‘
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.,
o .. SUGGESTED TV SPOT
FOR:- TELEVISION
PURPOSE: RECRUITMENT
 TIME: 30 SECONDS A
MUSIC: PUT A"LITTLE LOVE IN YOUR HEART (Fade in and out)
S : T N VA
VERBAGE: A. You're someone special because you're you.
‘ . Be a school volunteer. . T -
B. Offer helping hands. o ) _ ER—
. Be a school volunteer. ' ' :
Use music with verbage -‘faQe muqic in and out.
3 I
- : ~ STORY BOARD
. S : (Slides to be Used) - .
fﬁelpingkﬂands" - Student and | Mini Humanities kLibrary Volunteer | Face of
lace of Student Tutor @ | and Student . | and  Student Student
' BE A SCHOOL
~ N I VOLUNTEER -
omm. Resource (School Health| Face of Helping Student ,
and Student | of Students |  Students | Hetping tu,egts ferYiceS
S | : =
_ 3. -
. ) | - : . Please call: ;

If slxdes are used in £ilm chaxn or in "live spot”, can take or dlssolve.

'If slides are progected can pan or zoom.

Al .
* . L : ) : : L.
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WORKING WITH PEOPLE

A two-way communication process i$ essential in the estab-
lishment of working relationships. Often, with the enabling
(helping) process, non-verbal communication is equally as

~ important as verbal communication. You will establish
positive relationships with people when you show:

i
2.
3.

4,

5.

Gr . .

7.
78.
9‘.

10.
11.
12.
13.
14,

15. °

16.

17.

1s.
19,

20.

21.

Ll 22,

'230
24.
25,

26.

27.

- 28.
29.

30.

" Respect for the dignity of the person.

Trust in the individual. :
Attitudes of care and concern for people.
Readiness to share purpose of visit or- conversatlon.

Good listening habits.
Good observing techniques.

Offers of requested information oxr help. _

Requests for needed 1nformat10n or help.

Sharing information on a realistic and truthful basis
about what can be done, as well as what cannot be done.
Assurance ofconfidentiality when this is posszble.

" Recognition of the strengths of.a person.

Encouragement for use of those strengths.

Recognition of helplessness of a person or situation.
Offer of appropriate help when and wherever possible
through the enabling process.

Permission of dependency.

Patience.

A sense of humor. .

Ability to take criticism. :

Ability to laugh at: cne's self. ‘

Capacity for admission of mistakes.

Capacity for saylng, "I don't know, but I'll try to ¢
find out."

Recognizing the feelings and attitudes that interfered.
Dependability (keeping one's promises).

Follow-up visits or telephone calls. :
Greater concern for nneeds of person than for own needs
in terms of time, convenience, etc.

Regard for people's physical and emotional well being.
Readiness to let people work out their own plans and
do not impose yours. -
Ability to offer alternatives.

Ability to let people set their own controls, not
imposing yours.

Readiness to give praise whenever approprlate.

Source_Unknown.
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Y A _VOLUNTEER'S VIEWPOINT

If you want my loyalty, 1nterests, and ‘best efforts, remember
that . . . . .

1. I need a sense of belonging--a feeling that I am honestly
needed for my total self, not just for my hands nor because
I take orders well,

72. "I need to have a sense of sharing in planning our objectlves.
My need will be satisfied only when I feel that my 1deas
have had a fair hearing.

3. I need to feel that the goals and objectives arrived at are
‘'within reach and that they make sense to me.

4. I need to feel that what I'm doing has real purpoee or
contributes to human welfare-~~that its value extends even
beyond my personal gain or hours. -

5. I need to share in making the rules by which, together, we
shall live and work toward our goals.

6. I need tc know in scme clear“deteil just what is expected
‘of me -~ not only my detailed task but where I have opportunity
. to make personal and final decisions.

7. I need to have some xesponsibilitles that challenge, that/
* are within the range of my abilities and interest, and that
contribute toward reaching my assigned goal.

8. ‘I need to see that progress is belng made toward the goals
we have set.

9, I need to be kept informed. What I'm not up on, I may be
: down on, (Keeping me informed 18 one way to give me status
as an individual.)

10, I need to have confidence based upon assurance of consistent

fair treatment recognition, whén it is due, and trust and «
loyalty. These bring'ihcreased security.

In brief, it really doesn't matter how much sense my part in
this organization makes to you--I must feel that the whole
deal makes sense to me: ,

By Harriet H. Naylor, Volunteers Todav.




WHAT MAKES A VOLUNTEER HAPPY?

What are the factors that make a volunteer happy and want to stay
in a job? V ~ ot

A study by the Welfare Council of Metropolitan Chicago entitled:
"Volunteers in Direct Service: A Study of Their Backgrounds
and Bxperience" has revealed the ‘following factors:

~=-Volunteers should be given training useful for a particular
assignment. ’ o ‘ ) ‘ :

~=-=Volunteers should have available a person to turnh to for help

~ and advice at the assignment. -

~—=Volunteers should receive help from the staff of the agency.

---Volunteers should have an opportunity to develop some new
gkills through the assignment.

-=-Volunteers should be in a position to use their existing
gkills. . -

~=-Yolunteers should be given some recognition for doing
volunteer work.

The study also noted some othér interesting points. They ares

~=-If present trends continue,. volunteers are more likely to be

" women, to be highly educated and to comg from white collar
_backgrounds. They also tend to be joiners. If more blue

- "ecollar volunteers are to be reached, efforts to recruit them

will have to be intensified. S :

---A large proportion of -students are interested in volunteer
work. It may be easier to reach students of blue collar
backgrounds than adults of a similar background.

~=-Adults without children, or with dhildren above the age of
14, are more likely to be volunteers than those will small
children. - o |

—w-Active volunteers are likely to know other persons interested
in doing volunteer work. B

* —eeAbout four-fifths of the volunteers had enough work to keep
them busy and a large majority--about two-thirds--enjoyed
their experiences.. | )

~==8ixty-six percent of the persons polled in the study thought .
their interview at the Volunteer Bureau was helpful. o

~==8ixty~two percent of the volunteers polled said they had
received help from the agency's staff in doing their volunteer-
work. . ,

-=-«The ‘most popular arrangement among volunteers in regard to
frequency of service was to work on a regular basis once a .
week.

=
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m& SCHOOL VOLUNTEER

PROGRAM

OHIO
=g

INVITATION TO A RECOGNITION PROGRAM - SAMPLE

I am the child. ]

You hold in your hand my destiny.

You determine, 1arge1y, whether I

- shall succeed or fail. -

Give me, I pray you, those things
that make for happiness.’

Train me, I beg you that I may be a
blessing to the world.

- Mamie Gene Cole

- -

I w18h to extend my personal appreciatlon
, for the outstanding volunteer services provided
the boys and girls in our schools.

You are most cordially invited to attend
a Recognition Reception to be held in the
Assembly Room of the Columbus Education Center,
270 East State Street, on the evening of
Wednesday, May’ 30, 1973 from seven o'clock to
nine o'clock.

Sincerely yours,

Superintendent of Schools

238
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o %%% SCHOOL VOLUNTEER
e SWijy  PROGRAM =

COLUMBUS, OHIO

. SAMPLE
LETTER OF RECOGNITION

[¢]

As we close the school year 1973-1974, there are a number
of you who have been working as volunteers in our program.

I know that each School Volunteer must reflect with great
pleasure on the amazing growth of this program -and the
recognition it has been given.

°_ Our records show that you have volunteered hours
this year< Because of your interest and dedication, we
__have been able to render a greater service to our boys
and girls‘in the mahy schools.
For this, we thank you from the bottom of our hearts.

.sincerely;

239
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® what kind of

~a volunteer

bh'rfgcﬁonist

fricndiy
(persuader) |
\\,‘?:_‘7 ‘ |
= (f(,\ y 7/>\ﬁ
9'//7 |

L1}

are yo u? §4 e
- she con't telerate - she cares about you
| ; ooy ooty | ond wars to holp
gardener * hit and runner know-it-all pleader-bleeder
(clinging vine) {autocrat) "

she will be dependent
on yeu

she has waich In
hand and ready’ to leave

she will tell you
what to do

she wants you to do
it for her

AR

school volunteer

(she lovcs children)

be a school volunteer and
help children in your

 own neighborhood

call: volunteer services

‘tele. no. 464-4300 1

Vo|unteers

lunteer services management system project
eolumbm d'ry icbnl district

whie dopcﬂmont of educotion
fitle lil, ese0




school

| volunteer \

vol unteers
270 ecst state strest .
columbyus ehio 43215

you can help a child grow

in mind
in body A
to shape the future

 oa1 .
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.m MUSIC...."PUT A LITTLE LOVE IN YOUR HEART'..

SCRIPT

THE SIGNIFICANT OTHER _ A 20-MINUTE SLIDE TAPE PRESENTATION

PIC'S OF CHILDREN'
TITLE

PIC'S OF CHILDREN
NITH GUITAR MIXED
FILL TO 1:54

SLIDE #1

SAMPLE

SLIDE #2

SCHOOL VOLUNTEERS ARE PEOPLE WHO CARE ABOUT
CHILDREN..CARE ENOUGH TO GIVE AT LEAST ONE-
HALF DAY EACH WEEK IN THE SCHOOLS. VOLUNTEERS
COME FROM MANY DIFFERENT WALKS OF LIFE. THEY
ARE PEOPLE LIKE YOU... HOUSEWIVES, MOTHERS,

PATHERS, SENIOR CITIZENS, HIGH SCHOOL STUDENTS,

COLLEGE STUDENTS, BUSINESSMEN AND WOMEN...BUT
THEY ALL BRING WITH THEM COMMON INGREDIENTS..
ENTHUSIASM, WARMTH AND LOVE THAT THEY CANNOT
HELP BUT COMMUNICATE TO THE CHILDREN THEY MEET.

NOWUMTatiN =

ONBWHDWANTS'IDHELP IN THE SCHOOLS FILLS
OUT AN APPLICATION AND IS INTERVIEWED SO
THAT AN ASSIGNMENT CAN BE MADE WHICH COIN-,
CIDES WITH THE VOLUNTEER'S IN'I’F.RESTS AND
TALENTS. :

VOLUNTEER 1S THEN PLACED IN A SCHOOL
AN AREA WHICH IS CONVENIENT FOR THE
VOLUNTEER.

BEFORE THB VOLUNTEER BEGINS TO WORK IN THE
SCHOOL, MANY PEOPLE ARE BUSY GETTING PEADY.
THE PRINCIPAL AND TEACHERS ARE MAKING PLANS.
OTHER VOLUNTEERS ARE HELPING TO PLAN AN
ORIENTATION FOR NEW VOLUNTEERS TO PREPARE
THEM TO COMFORTABLY BEGIN THEIR NORK IN

THE SCHOOL.

WL =

Ut e AN

L 2 242

El7




PAGE -2- F

.

‘HE FIRST DAY ON THE JOB IS EXCITING. THE . 1 1 2
OLUNTEER SIGNS IN AT THE SCHOOL OFFICE
AND GREETS THE PRINCIPAL AND THE TEACHER -3 2 4
SHE WILL ASSIST. SHE THEN MEETS WITH THE .
TEACHER TO PLAN AND GREETS THE CHILDREN ~ 5 3 Q.

WITH WHOM SHE WILL BE WORKING, THE VOLUN-
TEER IS READY TO BEGIN.

VOLUNTEERS PROVIDE MANY VALUABLE SERVICES v ‘1 1 2
. TO THE SCHOOLS. EXACTLY WHAT THEY DO DE- ) .

PENDS ON THE SCHOOL IN WHICH THEY SERVE 3 2 4
AND THEIR PARTICULAR VOLUNTEER ASSIGNMENT.

IN ALL CASES, HOWEVER, VOLUNTEER ACTIVITIES

ARE DIRECTED BY THE TEACHER OR SUPERVISOR

IN CHARGE. e

COMMUNITY RESOURCE VOLUNTEERS BRING THE
WORLD INTO THE CLASSROOM. THEY SHARE
SPECIAL TALENTS, INTERESTS, AND EXPER-
IENCES WITH STUDENTS.

title title

N
o OF N
RN

LIBRARY VOLUNTEERS ASSIST IN SCHOOL 1
IBRARIES: THEY MAY CARD AND SHELVE - ‘ 3
KS - SUPERVISE STUDENTS ASSIGNED 5
TO THE LIBRARY - HELP STUDENTS FIND 7
BOOKS EITHER ON THE SHELVES OR IN 9
THE CARD CATALOG. 11

. title

ANH AN M
o

ADULT OR STUDENT TUTORS WORK WITH 1
SMALL GROUPS OR INDIVIDUALS WHO , , 3
NEED EXTRA HELP WITH READING. MOST 5
TUTORS RECEIVE ASSISTANCE FROM THE 7
SCHOOL READING TEACHER AND HAVE PER~ P
10DIC CONFERENCES WITH THE CLASSROOM | .
TEACHER. OFTEN TUTORS CREATE THEIR \
OWN LESSON PLANS, READING PRACTICE

GAMES AND MATERIALS.

0N
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PAGE -3-

m ROOM VOLUNTEERS ASSIST THE SCHOOL

AND OFTEN STAFF THE SCHOOL HEALTH
ROOM WHEN THE NURSE IS NOT IN.

THE VOLUNTEER MAY:
TAKE THE CHILD'S TENPERATURE
CLEANSE AND APPLY A DRESSING.

CONTACT THE PARENT OF AN ILL OR INJURED
CHILD. : ’

STAY WITH THE CHILD UNTIL HE IS FEEL-
ING BETTER OR SOMEONE FROM HOME COMES
TO GET HIM. ‘

| AND ASSIST THE NURSE WITH WEIGHING

CHILDREN OR TESTING EYESIGHT.

1 title

BN =

at
,
}

'THB MINI HUMANITIES VOLUNTEER HELPS TO

PROVIDE ENRICHMENT EXPERIENCES FOR FIFTH
AND SIXTH GRADE CHILDREN.

| @)= VOLINTEER MAY:

PLAN A FIELD TRIP TO A PUBLIC LIBRARY,
THE ART GALLERY, A CONCERT OR A PLAY.

" ASSIST A CHILD IN FINDING A SPECIAL BOOK.

NORK WITH A SMALL GROUP OF CHILDREN
DISCUSSING THEIR INTERESTS.

AND HELP A CHILD TO EXPERIENCEWTHE
FUN OF SHARING.

1 title

2 title
4
6

8

10
12

THE PRE KINDERGARTEN VOLUNTEER ASSISTS
THE PRE KINDERGARTEN TEACHER AND ENJOYS
THE EXCITING NORLD OF FOUR YEAR OLDS.
THE VOLUNTEER MAY: X

PROVIDE SPECIAL ATTENTION OR PRACTICE
TO INDIVIDUAL CHILDREN.

SET UP AND SUPERVISE CLASSROOM OR PLAY
GROUND GAMES. |

- ‘IILﬂBIST IN PREPARING, PASSING OUT AND

CLEANING UP CHILDRENS' SNACKS.

Q

1 ti%le
-

g

7

R nN |

-

2 title
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PAGE -4- “

ZATIONS OR BUSINESSES CAN ADOPT A
AND THE GROUP MEMBERS CAN PROVIDE
THE SERVICES NEEDED IN THAT BUILDING.

. THEY CAN HELP TO OPERATE A LIBRARY. 1 title 1 2. title-
- THEY CAN PROVIDE TUTORING ASSISTANCE. 3 2 4
THEY CAN PURNISH SPECIAL SUBJECT 5 . 3 6
THEY CAN ASSIST IN THE CLASSROOM OR THEY 7 4 8
CAN PROVIDE ANY KIND OF HELP OR ASSISTANCE
NEEDED IN THE PARTICULAR SCHOOL,
THE CLASSROOM ASSISTANT IS ASSIGNED TO A
CLASSROOM AND HELPS THE TEACHER WITH - i
MANY CLASSROOM ACTIVITIES.
THE VOLUNTEER MAY: - -
WORK NITH BULLETIN BOARDS OR CLASSROOM 1 title 1 2 title
DISPLAYS. | .
3 2 4
IST INDIVIDUALS OR GROUPS WITH -
IGNMENTS. 5 3 6
GRADE PAPERS AND RECORD MARKS. 7 4 8
HELP 10 SUPERVISE FIELD TRIPS. , 9 . 5 0,
MINI COURSE VOLUNTEERS PROVIDE ENRICHMENT . -
CLASSES IN SPECTAL INTEREST AREAS.
| 1 title 1 2 title
THEY MAY TEACH STUDENTS: :
5 2 4
FIRST AID
MACRAME 5 3 6
NEWSPAPER REPORTING AND PHOTOGRAPHY -
ARTS AND CRAFTS 7 4
GAMES, SPORTS OR COOKING.
S 5 10




-’ PAGE -5-
Y

| W REPRESENT A VITAL COMMUNITY

: LVEMENT -IN THE EDUCATION OF SCHOOL
© CHILDREN. THE ARMY OF DEDICATED VOLUN-
TEERS INCLUDES PEOPLE FROM ALL WALKS OF
LIFE. THEY ARE THE YOUNG, THE RETIRED,
THEY ARE BLACK AND THEY ARE WHITE. THE
VOLUNTEER CORPS IS COMPOSED OF ALL
PEOPLE WHO, BECAUSE OF THEIR CONCERN

POR CHILDREN, WANT TO GIVE OF THEMSELVES.

¢

ASKWWWWRWUWMMYmmw,

BECOME MANY THINGS...BUT YOU ARE .

THAT SIGNIFICANT OTHER, THAT POSITIVE

éggLT FIGURE IN THE LIFE OF A SCHOOL
LI)'.

TITLE
CREDITS

N NOTAKRNE N

0N =

e e s e e o A

CHILDREN'S
VOICES

s




“APPENDIX F

SAMPLE FORMS AND OUTLINES FOR USE IN

“\7 " W
o ORIENTATION
. AND TRAINING PROGRAMS
L . /
2l -
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- General Volunteer Orientation Program.......cicecececccccces

Building Orientation Program....ceeeececeeseccccsoseccssacese
Training Materials Request FOYrM...ccecececesccccenconcncanses
Training Needs Assessment Form..............................
Training/Materials Appraisal Form
Training for Program Volunteers E )

~Training for Library Volunteers....e.eveeeesceccecececees

~Training £or Volunteer TUtOrS.....eceecececccccoccnceaens

~Training for Volunteer Reading TULOY S ...eecececcecccccsoas
Clerical Skills Training Course Outllne.............s.......
Audio Visual Skills Course Outline
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Human Relations Training Flyer

...........................

(NN R A RN NN NN NN RN NN NN NN YR NYRERER]

~117-

L a4

Fl
F2

v F3

F4
F5

F6
F7
F8
Fl4
F15
F15
Fle




" GEMERAL VOLUNTEER ORIERTATION PROGRAM

9500 - 9115 A.M.  REGISTRATION

Volunteers will register and receive volunteer
information packet including permanent name tags
. to wear in school. o
Coffee and donuts available. Self Served.

9:15 -‘9330'A.H. Introductions (stsf£ andbhdministrative Personnel)

.+ oCoordinator of Volunteer Services
Welcome - Superintendent of Schools
Welcome - Representative Board of Education .

9:30 - 9:45 A,M.-  Orientation to School Volunteerism

9145 -~ 10:00 A.M.  Slide Tape Presentation

10300 ~ 103

10:15 - 10:

«+sChairperson of School Volunteer
Advisory Council

.wﬂistory,18cope and Structure of Volunteer Services
~Purpose, Goals and Objectives of Vplunteer,Services

*

“The Significant Other“', .
15 A.M. Orientation,to Bchool Volunteer Opportunities Available

« «sVolunteer Program Chairperson #1

-Areas in which volunteer assistance is needed,
-including basic volunteer duties

30 A.M. Orientation to volunteer relationships
- «+-Volunteer Program Chairperson #2

~General personnel policies, procedures,‘snd regulations
govsrning volunteers. :

.-Volunteer/staff relationships .

~Whom volunteexr may approach to get advice, guidance ’
and information :

10:30 - 10:56 A.M. The student ‘of the 70's (General characteristics of

30:50 «~ 11:10 A.M. Introduction of Volunteers

11:10 A.M.

students with whom volunteers will be working)
«e o 8School psychologist

.«s.Volunteer Prograp Chairperson #3
-Volunteers‘present highlights of their personal

volunteer experience
AN . . .
“SAdjournment .+.Coordinator of Volunteer Sexrvices

-Participants are invited to spend a few minutes
shopping the volunteer opportunities display
tables provided. .

" ~Interviewers are available at deeks to answer
questions or to provide applications for interested

persons. . - o : .
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BUILDING ORIENTATION PROGRAM

‘ 'l's :00 - 9 15 AM.  Introductions ...Volunteer Building Chairman
9:15 -~ 9 25 A.M.  Welcome : ...School Princiéal

9:25 - 9:40 A.H@ ‘ Orientat;on to School Volunteerism
‘ ‘ ...Staff Volunteer Coord;nator

~-Brief History, ScOPe and Structure of Volunteer
Services
-Purposes, Goals and Objectives of'Building

Volunteer Programs

9340 -~ 9:50 A.M. Orientation to School Volunteer Opportunities
f v Available . «e.Volunteer Building Chairperson
| ' —General Personnel Policies and Procedures and |
T regulations for volunteers (building entry, sigh-in, etec.
| <Volunteer/Staff relationships - ‘
~Whom volunteers may approach to get advice. guldance ,

and informatlon.» ) :

'l'0:00.4710220 A.M. Helps and Hints for working with elementary/or

‘junior high/or senior high school students
.« .School Guidance Person

10:20 - 10:40 A.M. Introduction of Volunteers"
.« .Volunteer Buzldzng Chairperson

-Volunteers present highlights of their personal
- volunteer experience

" 10:40 A.M.  Adjournment :
' | -Participants are inglted to tour the building
~Participants are free to meet with the classroom
teachers to whom they are assigned or to observe

E in these classrooms. (Arrangements for these
' | activities should be made prior to the orientation
R ' session)

*Coffee and donuts available - self served.
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SAMPLE

VOLUNTEER SERVICES MANAGEMENT SYSTEM B
COLUMBUS CITY SCHOOL DISTRICT :
‘TRAINING MATERIALS REQUEST FORM

NAME - __ ROLE v
SCHOOL e . DATE

Training or Materials Requested , - A N

When do you anticipate using the training or materials?

* 1st Choice ="Time . Date
2nd Choice - Time , _ Date',

. - _ &
Who will gttend the Training or use the Materials? __

~ What training needs prompted you to request the Training or Materials?

N hY
Please fill out this request and return to the Area Coordinator serving your

School or to the Volunteer Services§0ffice; 270 E. Statec Street, Columbus, 43215.

-

b O AR Ao & Ak A o e
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. VOLUNTEER SERVICES SYSTEM
_ COLUMBUS, OHIO CITY SCHOOL DISTRICT

TRAINING NEEDS ASSESSMENT FORM

‘

g

TEACHER'S NAME - - __ SCHOOL

~ VOLUNTEER(S) NAME ____ "~

After consultlnq WIth your volunteer(s) please check the types
of training you feel would better prepare your volunteer(s) %o
- perform the classroom duties. (If there are others you feel

%ﬁ; would be helpful, please add them in the space provided. )

SAMPLE

Volunteer Training Courses provided by Volunteer Services OfEice:

1) Egducational

- Philosophy _

Knowledge __ - : -,
. . Child Developmenf;

2) Human Relatlons

3) Group Dynamics

'4) Special Skillg

Clerical
Office Classroom
Typing ____ . Grading
‘ Filing _____ _ , Recording
o Duplicating _ _ Filing .
T : . Duplicating ___ —
, other
_ Artistic _ — Craft
z o Games | ‘ Displays _
Audio Viswal ____ Pirst Aid
Story Telling ____ Public Speaking

5) Please add others you feel would be helpful: —

25F
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- | < SAMPLE

. , - . VOLUNTEER SERVICES SYSTEM

.COLUMBUS, OHIO CITY SCHOOL DISTRICT

'TRAINING/MATERIALS APPRAISAL FORM

NAME __ _ . ROLE'

! om—

SCHOOL N ___ DATE

Nane of Training Presentation or Materials ___

Name of Trainer

Consxder each of the followxng 1tems as they relate to the tra;nlng
presented or materials utilized. (Circle the appropriate answer)

1) Agree Strongly 2) Agree Somewhat
3) Disagree Strongly 4) stagree Somewhat -

The Subject matter presented xn,trainlng 1 2 3 4
‘ or mater:.als was. complete - ‘
The trainxng or materials were apbroprlate 1 2 3 4
and meaningful .
" The training or materials were useful to 1 2 3 4

me in my aCtiVItlﬂsv'

The training or materials achieved the 1 2 3 4
purpose toward which they were directed ’

T thought the training or materials were 1 2 3 4

warthwhile -

I 1earned something new f£rom the training 1 2 3 4
- or materlals

I recommend that uhe tralnlng oF materxals 1 2 3 4

be continued for the benefit of others

Please add any additional comments concerning the training received
or the materials used. - :

s et
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9:00 a.m.

9:30 a‘-moh

SAMPLE

-

BASIC TRAINING FOR LIBRARY VOLUNTEERS

Registration (coffee and conversationf
Recruitment Chairman

airman of Library Volunteers
Coordinator, Volunteer Services

Trglnlng Obijectives

Training Chalrman

Voices of Experience ;
New volunteer last September
Three-year veteran volunteer

‘Getting to Know the Students

11:00 A.Ma

12:00 noon

Guidance Counselor

Ten Minute Break
Getting to Know the Field Librarians

Elementary Librarian

Getting to Kpnow, the Volunteer Coord ipnators
Library Program Chairman

Gett;ng to_Xnow the Books
. Library Volunteer

Questions

Adjourn

IN-THE-SCHOOL LIBRARY TRAINING FOR VOLUNTEERS
(where YOU will be working)

THE FOLLOWING DAY o ’ s

People:

~coordinator and other volunteers, field
librarian, library aide, princlpal

Books: ~types, locations, arrangement

Magazines: -which onesg, where, use :

Equipment: ~card catalog, audio visual materials,
flannelgraphs, puppets, library skmlls .
materials N )

Schedule: -clasges, individual students v B

Communication: -channels, bulletin board, yellow tablet

intercom

Miscellaneous: -substitutes, parking, fire drills, overdue

books, decorations

Practice: — =shelving- books, using card catalog,
. browsing |
Check out books , .
2043
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October

October

October

12

SAMPLE

7’

: . ‘
TRAINING POR VOLUNTEER TUTORS i

.

- Background of Program
~ Overview of Training Program
~ Guidelines for Tutors

. = Panel "The Tutor in the School"

14

19

- What Do We Do When We kead?
- Manuscript Writing

- Using Children's Experiences and Interests

_ October

Qctober

October

21

36

in Reading )
- Sharing Books that Extend Experience

- Helpinﬁ Students With Words They Don't Know
#“Develdﬁing Word Meaning

-‘Devaloping Understanding of What Is
Read: Demonstration p

= Books Worth Reading

28

Noting Pupil Progress

«~ Extending the Tutgring Effort

r7
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I.

SESSION ONE

Overv:.ew of the Volunteer Program

SCHOOL VOLUNTEERS. = °

TRAINING SESSIONS

" (READING TUTORIAL)

0

A.

1.
2

l’«'

B.

Bdsic phzlosophy of the Volunteer Program

* Role of the Volunteer
3. "

AdministratiVe Procedures

Purpose of the program

Attitude%f the Volunteer

%

. 4.

S.
6.
7.
c.

1 :,”Assignment of Voluntoer

e 2 Hours Volunteer will work

3.

¢ mtarinls

)

School schedules and rezulations : .
P 'PRESENTED BY STAFF
Location and availability of curnculum , OF

VOLUNTEER. SERVICES
Racord keeping by the Volunteer i
Relationship with Volunteer Chairman y

Raiitionsﬁip with School Personnel

[

-Curriculum Areas T
) 1.
T i 2.

Language Arts .

h : "FILM MAY ALSO BE SHOWN
Mgﬂ» ematics

SANPLE

11, Basic Prir:ciples of the Language Arts Progrmp

A. dl;j‘ectives?bfv the Language Arts Program

B+
]

2.
4.

S&Quence of Language Development
1.

B

Listening

Speaking. _ CaoE .o

Reading

»3

writinz

) Ruson for Reading Difficulties :,

Nature of the Reader

An Advonture "in Pirst Grade Ruding
. rs ‘
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@ SESsloiTo |
I. SUGGESTED APPROACHES TO READING FOR VOLUNTEER'S USE

» A. Norking with Reading Material in Books

© 1.+ Discuss areas to be covered

a.

b.

Readiness | ‘

Gui&ed silent reading with coﬁﬁrehension check
(Explain varied types of questions which may be
used to check comprehension)

(1) Factual -answer is directly stated

d.

e.

(2) Inferential -answer is implied or inferred? can child put
facts together and come up with a2 conclusion?

(3) Vocabulary

(4) Experiental

Re-reading -silent and/or oral (with a purpose)

Skill development and practice (games, puzzles, workbooks,

etc.) -show child how to do something he doesn't know how
to do (practice of skill through an enjoyable method)

Enrichment activities - follow-up

(1) Added ideas and information about the topic

(2) Literature -classic and contemporary

2. Hbrkshop‘(USe workshop material in kit)

.g.

b.

Use reading selections for discussion and illustration of
varied type questions

Have Volunteers practice working with reading materials

B. ﬁsiﬁg Children's Language as Reading Material

(Language Experience Approach)

) 1. Diséuss a picture, object, film, book, TV program, etc.

2. Record student's ideas about the experience in one of the

foilowing ways:

2
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3
a,

b.
¢ C.

d.

List
Sentence
Paragraph . A

Outline

3. Use recorded‘ideas for reading

Examples: ; "

Have chifd read the selection 2dine by line. If neces-

b.

® -

A d.

sary, iegﬁ_ggghkline to the child first; then let child
read it afper you., Proceed until the selection is fin-
ished. . H

Ask quest1ohs about the selection

Make flash cards of the words in the selection

Use the flash cards for games and activities

II CURRENT APPROACHES TO THE TEACHING OF READING

. S (Optional. Thls material may be»dlscussed if questlons are asked.
Give a brief descg}pt1on of each me@hod illustrating the distin-
guishing characteristics. Traﬁsparéncies illustrating them are
availaple.)‘

A, Linguistics

B. Programmed Reading

C. I. T.A. (Initial Teaching AlphabBt)

D. Words in Color

e




SESSION THREB Meetzng the Student: Continued Reading Help

I. Readlng Help in Skllls Areas 7

b g

A,

C.

4

Alphabet Study - activitiesszr learning and st}engthening

knowledge of letters of. the alphabet

Signt Vocabulary - activities for stimulating and reenforcing

rlearning of basic sight words

Word Recoznltion - activities and games to strengthen abillty
i :

1. Use of picture cluée

" ‘Show how phonics would help children decide which word is

correct.

3. Use of Context and Phonics

John went fishing in the s ______ .

John went fishing in the s m. ¢

John went fishing in the str m,
4, Phonics - (Use phonies booklet and phonetic enalysis skill

sheet in Kit)

Illustrate how to teach sound using concrete objects, pictures

and follow-up activities, including gamg: and/or puzzles

skills sheet) Illustrate -

258
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5. Structural analysis - (Refer to items on structural analysis

" | ' X\
Y hd
one word label ' phrase label
balloon . . a red balloon
2. Use of context clues
John wenn fishing in the ; : . -
. (Let volunteers suggest appropriaee words.) ¢




D.feqomprehension skilled- refer bfiefly to sheet on compreﬁénsion
in kit |
E. Study skills

Discuss important act1vzt1es to strengthen basic skllls needed‘

i
¥
.

F. Appr901at10n skills

II. Getting Acquainted with Pupil
A, Introduction A

B.. Determining interests “aud talents

C  Determining skills and abilities (use Interest Inventory)
1. Alphabet Check
2. Dolch Basic Sight Vbcabulary List
. 3. thcs Inventory
4. Oral Reading Check - make note of difficulties

III. Demonstration with chiyd (if possible)

o 259 ,
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SESSION FOUR . IN-SERVICE

(to be held about four to six weeks after volunteer has begunryorking with

children) | ’

©

1. Sharing Experiences of Voluﬁtéer Service

A. Experiences with pupils

'B. Experiences with staff

1I. Question apd Answer Period
A. Discussion of pupil'shspecificqneéds | .
" B. Present;tion of suggeéted techniqués for meeting individual
needs

g

III. Piesentation of Informal Materialsrfof Volunteers' Use

A, Discussion
B. Examination of materials by volintéers

1. Games and puzzles

2. Books

3. Magazines, etc. \\\‘w’%

e o=
2




A |
SAMPLE OUTLINES OF SKILLS TRAINING counsss

Clerical Skills
Purpose , ,
To prepare volunteers to perform clerical
tasks needed to assist school personnel.
K . ~ .
Goal . ' .
To identify speaific tasks that could be
. performed by volunteers and to then develop
a set of simple and concise instructions for
~ completing these tasks.

Objectives ]

To review the range of clerical jobs required
of school personnel, stressing that the -
teacher fréed from many clerical duties has
more time to devote to teaching children.

-To teach volunteers who possess clerical
skills and interests specific tasks which
they can perform to assist school personnel
(i.e., forms volunteers could type, format
for materials volunteers could type).

-To instruct volunteers in the use of office

: machines (mimeograph, ditto, overhead
projector, etc.)

-To provide practice reinforcement for newly
learned skills.

Materials to Include in Session - ,
~-Discussion of teacher/administrator clerical
duties. - . o
-Discussion of clerical jobs volunteers can do.
-General explanation of standard forms (format) -
perhaps the overhead projector would work well
in this presentation. ' . )
~General explanation of filing technique.
-General explanation of grading technique.
- ~General explanation of recording technique.
©  _appropriate worksheets for practice session.
~0ffice machiqes‘provided for practice sessions..

261
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Aydio Visgal .

Purpose ‘
. To identify the classroom needs and uses
for audio-visual equipment.

Goal
To prepare volunteers to operate audio-visual
equipment for use in classroom projects.

1

Objectives

-=To discuss situations in which a volunteer
could assist by operating audxo-vxsual equip-
ment.

~To explain the uses for various pigces of
equipment.

-To instruct volunteers in the use and care
of specific kinds of audio-visual equipment.

~To provide practice reinforcement for newly
learned skills.

fﬂgte;ialg to Include in Session
{to be developed by trainer)

Artistic Contributions (Elementary)

Purpose )
To establish the basic philosophy of elementary

art and to identify classroom-needs for art )
assistance. N ‘ L

Goal

To familiarize volunteers with art materials
available to elementary children and to
demonstrate the uges of these materials.

Objectives : ' ‘ »
- «To help volunteers to be comfortable working
with elementary art projects. .
~To share several examples of stimulating
. art projects with which volunteers could
 assist.
~To provxde practice for relnforcement of
‘ newly'learned skills.

Materials to Include in Session
" *(to be developed by trainer)

F15 262




MR R
ULLED o
S HMay We Hewr
Schaol Volwidear Corps / ENRICH  Your.
Yot alf school veluntvers VoLunreer.
Expcwencz‘?

Dr. William Staats; Assistant to the Superintendent in charge of Staff .
Development/Humsn Relations, has invited all school volunteers to participate
-in two special training modules dpveloped in cooperation with the Battelle
Nemorial Institute. .

" #S*THE MODULES OFFERED AREe*®

a

Sevr Coneerr

Understanding and knowing ories-

self is s prorsquisite to working

with pecple and sharing with

ehildren. This module provides -
a format for reflecting on one's :

own self concept in relation to

the role of the voluntesr.

I3

i

-~

 Humanzsne School SysteEm

This program provides participants
with the basic characteristics of |
a humsnistic school system-and how
volunteers can contribute to the
lc:rniu experience of the whole
¢hild. .

‘ . . : ,
To complete one module requires attendance at two sessions. Each session will
be three hours long. If you are interested in signing up for one or both of

thase training sessions, please

to the Voluntesr Services Office.

£i11 in the form below and return IMMEDIATELY ;
The training modules will be offered in March: ..

If you elect to attend these sessions,

we will contact you concerning the exacs

tine, place and assignment,
‘..‘0.!".‘.‘..!ﬁd.'iit!QQ.‘Q...."'.."..Qﬁ‘.ii.“0.0...'.'..“.‘i'.“‘.‘l...‘t.".......i.

Volunteer Seérvices
Columbus Public Schools
270 Bast State Street
I AM__ AM MOT__ INTERESTED IN RECEIVING THE HUMAN RELATIONS TRAINING

1 AM INTERESTED IN DEING ASSICNED TO: THE HUMANISTIC SCHOOL SYSTEM MODULE .
| " THE SELF CONCEPT MODULE____

1 '".Eﬁl TAKING THE m‘xqu, IN THE mxm__mm___ zmmc’____

Pleasd detach this form and return to!

o

43218

* I PREFER TAKING THE TRAINING ON MON__ TUES__ WED__ THURS

r 4 L .t

_ ADDRESS__

.

-
TELEPHONE

PTOTIerssysvrrrrsvrrrererrevee T YT T T Y TR T L TP TV IR DR AL LR DR DL DL L DAL L Ll ALl L
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APPENDIX G

™

SAMPLE EDUCATIONAL MATERTALS
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4 HANDBOOKS

Personal Handbooks for volunteers
have been printed on heavy .

8 1/2 x 11* colored paper. These
Handbooks have been off-center
folded to create a tab indexing

of materials included. Following
are examples of Handbook materials:

what can i do?

n&k{qh}{«cq¢7

" what do ¢ cay?

udbcau&kéﬁ?

+




WHAT DO VOLUNTEERS DO?

serve and their particular voluntesr assignmont. Fer exomple, volunteer activities may be totally child cen-

in scheols which have paid feachor aides providing classroem assistance. In schools without aides, volunteer
odlivities may involve both instructianal werk with students and classroom assistance in supervision end preparation.
In all cases, however, uctivities ore directed by the teacher or supervisor in charge, v

~ VOLUNTEERS HELP WITH INSTRUCTION

~They help individual students er
small groups of sludents with

~ their school work,

~~They share experiences or special
knowledge with students

~-They assist with special program
or club activities,

- -— ; “‘-; “-—“' . "T‘-—» —— - :—6“‘: ‘l‘f\ﬁ) — - - [ Je— -
VOM:'NTEER PROVIDE \AbDITIONAL VOLUNTEERS PROVIDE SPECIALVSERVICES
SUPERVISION IN AND OUT OF They help students with ‘
{ ACEDC ‘ g v elp students career
THE CLASSROOM ; * guidance, educational motivation
. ~=They help with p]aygmuna and or personal awdreness. .
lunchreom supervision. ~They assist the school nurse. '
‘They help young children with . B
coals and evershoes. ~They help in the school library.
«=They help supervise bus board-
ing and field trips.

VOLUNTEERS PROVIDE CLASSROOM ASSISTANCE
«They help to supervise seat work, .

_w=They help fo prepare Instructional 1
materials needed by the teacher.

- ~=They help teachers kesp records.

«They help with special classroom S
programs and activities,

what can ¢ c{ct 7

-
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why volunteens? .
| L hbnlhn the g;ofmlonnl staff of non-teaching dulies,
® to provide needed extra help for individval Ch"df;ﬂ. o | CT

& te entich the expariences cf' childron by wusing’ :ommm;ity
fegources. ’

*to bp!ld better undersianding of school problems among mem- -
bers of the community. - S

* fto stimulate widesproad community support for educalion.

any treneguisites?

Just a desire to help and a tuberculosis clearance. Volun-
tesra - are required to have either an x-ray exami-
natien er intradermal test and be found free of active
tuberculosis ot least ence each year,

SRR A S _(‘go»\&.sem)___, _— e e = o

what ¢a it lihe to b a volunteen?

nm——

Electing to become o school volunteer is an important commitment—a commitment you have undertaken be-
cduse you are interested in your community and in the education of young people and because you realize that
closs rooms are composed of individual kids who often need the extra help and caring that can only come from
personal atention, In short, you have seen a need in our schools and have decided to offer your time and talents

to help Columbus children learn and grow,

| o what do ¢ weed? g L
267 R
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o | Columbus waiﬁ Scheals—you ute port of @ natiens! srganization. .Yw will beleng te @ schosl and be & valusble

member of the educationsl teom of odministraters, jeuchers, velunteers and students werking tegether, The velun-
7 teor can never replace the teacher but the suppert the velunteer offers threugh the direction and supervisien of cor-
. . ited persennel con odd depth and dimensien te leaming aclivities. '

Preductive, satisfying scheel velunieer experience depends primarily upen saveral very bosic ABC's of velun-

Be sin¢ore, friendly, epan—be yourself, Bring yeur talents and your caring to school te share.

Teke advantage of training effered so thal as you are serving as @ volunteer, you can learn

end grow. Welcoms supervision and accept the rules of the schools In which you serve—eur
gool Is to assikt where we are needed net le rebrgenize the total educational system,

o«

BELONGING o |
Yeu will belong to the school is which you serve and to the children that you come te know.

As a part of the schos! educational team, you will learn much eiuuf the school, teachers and

. stydents. Keap confidential information thet should be kept confidential.
‘ [ ]
COMMUNICATION — S : | - ‘
In your school veluntesr work, deal with others s individuals. Remember that you are @ vitol
link between the commwnity and the school, Act os @ supperter and interpreter of the school

volunteer progrom in your commtunity.

DEPENDABILITY =
Altheugh the job is veluntary, the commilment s pvofd’ﬁonui‘. Responsibility is essential. If
you cannet be at the scheol during your scheduled time, it i your duly fo notify the propor

persen.

¥

T
- 268




éamdaéutatetacéddzw.? .

® Be a friend, Tho Jessence of friendship h the pmeﬂu of cmhfulm .

® Den't oxpul shndum to show appreciation for your effort bofou you have becoms a friend.

L Admn your mistakes. It provides a chance for students to !moim your teachsrs or an opporiunity for all’ of you
te learn together, both of which are important u:adcm{nllyl and pmonully. . .

® Sense the pace of the person you're werking with, Allew lhlhkinn time.
¢ Show respecl. Recognize feelings. Understand and accept thn‘,sludcnls in terms of their own bmquounds, valves,
manners, vocobulary, and uspirutions. They may be different. .

* @ Leave the technical job of teaching to the teacher.

® Students whe want ditcnllcn, deserve i#t, Watch for wnys to give positive attontion,

1. Tell the student somclh!ng ubom yourself and your family, Shuu experiences Ihut may interest him.

2.. Call the student by name at each opportunity,

3. Listen ;mmivoly fo the student. L

4. Start where the student Is successful in the_subject malter and proceed slowly into what he nu.ds to leamn.
‘\ 5. Pralse the student for even tho smallest success.

6. Observe the tolal studenf and carefully watch his responses as you work.

7.‘ Eg/nphastz- the tm;;orionu of following d}r;cltons.

8 A mol;r go‘ul?s working with a student is o tuuu‘h&m fo focus aitention on the task at ﬁund.

9. Remember that each s?ssfon Is also a language experience with speaking, listening, reading, and writing.

10. The volunteer should Ic;vq the technical job of teaching to tho‘huchcr. The value of the volunteer is 1o provide
« positive relationship wﬂh the child, to give individualized assistance and to enrich the studont's experiences,

a. A volunteer can mprovc human relationships. The student may need an accepting relationship, ’

‘ ’ b. A volunteer can bring new exporlences for a student to share. You can enrich the experiences of the student
1 by building en his intarests and developing new and ceaativn annrnackns tn aviand hic harivane

j » 2 G 9
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3 Anhwh«nbwﬂhml’mmdﬂnim&m
I werk he or she is doing. I you're nel, tulk things
] over whth semeane or your school teom Hght way,
z E
f IP YOU HAVE QUESTIONS ., , o
The Velunteer Servicos Office sugigests 3 ghwcn te got more information reguburly: . M
® Mestings of velonteers and cosrdinaters ot ench schosl . . . o frem your feecher,
® Poriedic clucses or workshops on specific topks weh as reding, behavier madificotion, Bing auvdis virual
oquipment, ene-te-sne tulering, o
\ L 4 m mm’y NWM! e MWI’I“’I. o : " , '
. Please foel free to coll the Velunteer Services Office ot otk your school team for any halp we con give In hetween
tives, . .
. ‘=~e_- ‘.‘ -ﬂ-...,—é__.r.o‘_._, * — " —— — .(;'l‘t ‘;,“.}. a-— — LY A—— -— .-V -- L2
My Velunieer Autgnment "
B o g

Starting Dete: . i

Dwy/Deys ' —_— v

Times ~

Boom Ne.s
. \/ Tewchet ot Superviser:
3 Gruds Level . .

Duties

N
whlo can belt ? " R

1
'YO'UCAN"I’COME'I’OWO’I:K.;.... )

W's possitie you may hove contiicting schadvies from , S
Mhﬁn.wmm\hmwiy. gl

Pleoss cull the swhoe! office end leave & messnge for
mn«u«um«.mm.

IF YOU ARE UNHAPPY .

* L] . . L * .
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(Back Cover)

- RECOGNIZING the VALUE of EACH CHILD
as o

UNIQUE and INDIVIDUAL HUMAN BEING
1 RESOLVE

To GUIDE without FORCING,
TEACH without BELITTLING, -

L ENCOURAGE without PUSHING;
To ACCEPT without JUDGING, Ve

SUPPORT without SMOTHERING

LOVE without SETTING CONDIT!ONS‘ .

To free each child to be the self
God created him to he.

A : m
i 1
.

QIUNLEErs

volunteer services management system project

o columbus city school district
- s+ funded by

ohio department of education
title I, esea

67 E =
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HANDBOOKS £

- Personal Handbooks for teachers
have been printed on heavy :
8 1/2 x 11" colored paper. These
Handbooks have been off-center
folded to create a tab indexing
of materials included. Following
are examples of Handbook materials:

TEACHER
HLATIDBOOK

R L T S




WHAT DO VOLUNTEERS DO? '
Volunteers provide many valuable services to the schools. I .
depends on’ghe school in which they serve and their particular voluntecr ass1gnmcnfi
For example, volunteer activities may be totally child centered in schoo}s whxsh have
paid teacher aides providing classroom assistance. In schools without aides, \?%un-
teer activites may involve both instructional work with students®and classroom as-

sistance in supervision and preparation. In all cases, however, volunteer activities
are directed by thc tcacher or supervisor in charge.

E;actl} what they do,

VOLUNTEERS HELP WITH INSTRUCTION

-They help individual students ox
small groups of students with /
their school work. .

~They share experiences or special

X ‘ knowledge with students. 7

: : ~They assist with special program
or club activities. :

» line )

- ..C&@d

"~ VOLUNTEERS PROVIDE SPECIAL SERVICES |

VOLUNTEER PROVIDE ADDITIONAL
SUPERVISION IN AND OUT OF
CLASSROOM

-They help students with carcer
guidance, educational motivation
Or personal awarecncss.

.’ .’[HE ~They assist the school nurse.
’ ~They help in the school library,
' ~They help with playground and . g
o lunchroom supervision.
- <They help young children with
"< coats and overshoes.
=They help supervise bus board-

ing and field trips. .

VOLUNTEERS PROVIDE CLASSRUOM ASSISTANCL

~They help to supervise scat work.
~They help to prepare instructional
© materials needed by the teacher,
~They help teachers keep records.
~They help with special classroom
programs and activities,




why volunteers? | -
~to provide nceded extra help for individual children
-to assist the professional staff with non-teaching duties

‘I” ~-to enrich the experiences of children by using community resources

¥

,; .

g -to stimulate widespread community support for education.

Praise and other forms of re-
cognition are part of the
volunteer's "pay". Be lavish! .

Gifts of time and service may also
be repaid through the volunteer's.
own scense of achievement. Make
sure he or she succeeds.

‘ " Discover and use your volunteex's
: n particular talents.
U — -(4@\&, L\ ‘

L

~

. What- arg-imy resbonstb«hhes?
* Electing to use the services of a school volunteer is an exciting decision -
& commitment you have undertaken because you are interested in providing the
children in your classroom with personalized and enriched school experiences,
In requesting a volunteer, you are inviting another person to become & part
of your effort to help children learn. .

{ ) To realize the maximum results from using volunteer assistance, however, re-
quires your involvement and an investment of your time, You will want to

z provide meaningful classroom training for your volunteer. You will need to

~ participate in some staff orientation and training to learn to most effec-
tively use the services of a volunteer. You will want to plan some time for
familiarizing your volunteet with the facilities in your building and for
introducing your volunteer to other teachers who work in rooms near yours.

- It is also important for you to recognize the efforts of your volunteer and
for you to participate in evaluation activities directed toward constantly
upgrading the volunteer services you receive. ‘ ‘

@t do I meeds 7 |

G10
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- «to build better understanding of school problems among members of the community.

“L) A—— —— o a—— —r g e

how do & sey thank jow?@




A

~ To nmost cffective

&

- need only to identify
© the students.

L4

T 1y usc the vbluntccr's time,
teacher and voluntcer.

volunteer becomes familiar with the techniques

Perhapg a folder could be kep
A work sheet could be-

there must -be planning between the
This need not be a lengthy planning session. After the -
» used to teach skills, the tcacher

areas or skills the volunteer should stress in working with
' oo | R o n o
t on each, child or group working with a voluntecer.
used in

directing the voluntcer's work with students so
that she can be aware of the needs of Xhe «child and the mcthods used to meet
these needs. S b o | . .
. Same of Growp _Date
Teucher __ _ Time ] ]
Skill Needing Work: ) L E
, - . . ' - L
—_ - = e —(Joli».uﬂe'),- —_— — e —
) - , . - & k«\.'\’) .‘ o - N . . 7‘ T
. Suggested Materials and Techniques:
w“»% :‘

L : F=2 X
TechniqueS'and.Mqterials Used: - , -
Remé{?" (Volunteer Observations) ‘ ‘ |

R ] - -
* - B . t
- Gl1l ;
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- "1, - A time to talk wit_h‘thc volunteer is important. Explain-
L ' ing to the voluntcer the activities you have ‘planned

along with the procedures ar;d materials you will use

E

. help your assistant to undérstand her role in what is

oecurring in the classroom.

.

2. - In addition to making the voluntcer pzil:t of your pre-
planning, your kguidance and supervision of-the volun- '
tgér as she carries out her duties can provide valuable
Egiectiﬁbn“whi‘_’ch will enable the volunteer to grow and
improve in'hér“sservic’e. 1f ;'ou and your volunteer are

_ both acquainted with the materials and training services

available through the VSO, ybu can.guide and encourageé .-~

your voluntecer to seek the kn_owledge that will help her.

-.4_———.7..—————-.._—

3. - Introduce your volunteer to the class and help your

»

- students learn to'work ‘with the voTunteer. Explain to

‘ ' them that volunteers are people who are coming to .

Y -
.

. ... the classroom to help them.
: 4‘/ } Your -volunteer wants the chance to work with you and

become a part of your classroom. The knowledge that

you appreciate the h elp she offers is all the reward

.the voluntcer needs. - ¢

‘(‘:Ol/("—"d A simple "thank you" when the volunteer is finished for the day or
» ) -
* ,\m,‘((‘q' ‘ an ‘explanation of the progress that students have made can mean the dif-

ference between a-happy voluntecer and one who may lose interest.

School volunteers can hclp' to make a difference to many peoplet

' " the individual child, his family, the teacher, and the community. The
Aoc benefits are endless -~ the success of your pérsOng,l volunteer experience
‘ P
r“ aj.ds u,pw\ is as limitless as the human encrgy and creativity that controls it.
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L’ ¥y are not going to neced your volunteer : .

a. ter regular time, tell her or the coor-
dinator as soon as| possxble so other plans
m ﬁ made. f

IF m ARE Uml‘?“.._.."n.u......u......‘

Using the sorvices of a volunteer should
be rewarding. It should be a fun, happy

’ _experience.. If something is not quite o -
a “right, talk things over with someone on ‘ : ny
‘ your school team rijht away. ‘

IF YOU mvsmss*rxous.........

The Volunteer Services Office suggests three places to get more infor-
~mation regularly:

-Meetings of teachers and coordmators at each school...or from your

. volunteer.
-Periodic classes or workshops on a spccxf:.c topzc such as readmg,
* . behavior modification, using audio visual equipment or one-to-one

tutoring. -~
=The monthly volunteer uewsletter.«

Feel free to call ‘the Volunteer Servxces Office'or ask your school tean
+ for any help we can give in between times,

%

Some Possxbxhues---—-

0

*

Some. teachers have asked for suggestions of what a volunteer might do in the classroon.
This uy be used as a guide for selectmg tasks for your volunteer

TEACHER - . VOLUNTEER
1, Correct test papers. : 1. Check workbooks. -
2. NWork with arithmetic group. 2. Drill another on multiplication.
3. Grade papers. 3. File materials in folders for
4. Work with language group. ( parent-teacher conferences.
'S, Work with reading group. 4. Work with another group.
6. . Lead children in action songs. §. Work with others on seat work.
7. Give ncw arithmetic assignments 6. Sit on rug and sing with students.
and demonstrate problems on 7. Help individuals at their seats,
the board. answer questions.
-8, Give spelling test. 8. Correct paper. :
9. Work withreadors necding additional help, 9 Give spelling test. :
10. Work ‘withanother small group,, 10. Play word game with another group.
» 11. Circulate in room helping indivi- .11. Volunteer does the same.
dualswith fractions. :
-~ . 12, Work with small group in arith- 12. Take top group in back of room for
- metic. . division roview.
13, Take group out for Ph)'szcal Edu- 13. Put next assignment on board and
cation. ° . » correct spclling tests.
14, Take small group for bonrd work, : 14. Take large group to library for books.
o 15. Work with z class on cquations. - 15, Prepare materials for next class. ‘
16. Prepare for music lessons. ] . 16. Nrite reading lesson on board.
17, Supervisc free reading time. 17. Drill group with flash cards.
1R, Work with another teadine erem, 18. Return math papers and go over them

5
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RECOGNIZING the VALUE of EACH CHILD
\ o | Voas a
UNIQUE and INDIVIDUAL HUMAN BEING
| RESOLVE °
To GUIDE without FORCING,
- TEACH without BELITTLING,

ENCOURAGE without PUSHING;
To ACCEPT without JUDGING,

SUPPORT without SMOTHERING,

LOVE without SETTING CONDITIONS;
To free each child to be the self '
God created him to be.

olunteers

volunteer services management system project
columbus city school district
.- funded by 28
ohio department of education
title I, eseca
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SCHOOL ADMINISTRATOR'S

HANDBOOK

4

FOREWORD

The use of school volunteers is not a new idea, but
the concept of organized, coordinated volunteerism
is. The full potential of volunteer services can be
achieved only by a carefully planned building volunteer
program which meets the needs of administrator‘'s,
teachers, and students in the individual school
buildings and which organizes and coordinates

- volunteer activities to respond efficiently to
identified needs in that school building.

- owg
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COMMENDATION OF VOLUNTEERS

| ‘ WHEREAS, the Columbus Public Schools have found it beneficial over a period of

yearns o utilize the services of volunteers, especially those provided by
mw of Parent-Teacher Association; and pro g

WHEREAS, the Volunteer Services Program of the Columbus Public Schools was

formally established in 1969 4n response to the necommendation of the Junion

League and the National Council of Jewish Women that a centralized office be

;}Lca.tgd und%he. Leadenship of Mrs. Frances White, of the Department of Human
elations; ” - o

y .
WHEREAS, said Volunteer Services Program has grown steadily in scope and stature .
under the inspired Leade)uslu.p of Mws. White; and._ : _.
WHEREAS, the generosity, undenstanding, skills, and talents of school volunteers
have brought a new dimension tc education in the Columbus Public Schools; and

WHEREAS, the unique educational and pmonat‘naedzs 0§ many students can be met
only by volunteens; and - o . .‘

WHEREAS, Amcfenta also benefit from volunteers who perform othen vital noles in
classrooms and Libraries and who provide monitorial, tutorial, and special
- senvices within schools; and : C

WHEREAS, the success ‘05 the Volunteer Seavices Program 4s de.peudént upon cons-
clentious school administrators and classroom teachers, without whose supportive .
‘ attitude and cooperation the program could not exist;

NOW THEREFORE BE 1T RESOLVED: That the Cofumbus Board of Education express Lits
commendation and deep appreciation to school volunteers, to Mrs. Frances Wnite
and her Steering Committee, and to school administrators and Leachers, all of
 whom have played essential noles in establishing and maintaining the Volunteer
Seavice Program of the Cofumbus Public Schools. “

BE IT FURTHER RESOLVED: That the sentiments expressed herein be spread upon the
minutes of the Columbus Board of Education-and communicated to all volunteers,
Mrs. White, membens of her Steering Committee, school adminisiratons, and teachers
4in an appropriate mannen. . -
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Q.

A,

. In general the purpose for using volunteer services is to

WHAT SHOULD BE CONSIDERED PRIOR TO PLANNING A VOLUNTEER
ASSISTANCE PROGRAM IN YOUR SCHOOL?

Before a meaningful volunteer assistance program can be
planned for an individual building, three very basic
considerations should be addressed:

1. The principal and school staff should estahlish
specific needs for volunteers.

- 2. The principal and school staff need to make‘pro?isionq;

for the creatioh of a positive school atmosphere for
using volunteers.

3. The principal and school staff need to make sure
there is a place in the school schedule and school
building for efficiently using volunteer assistance.

Ry

WHAT ARE SOME BASIC REASONS FOR SEEKING VOLUNTEER ASSISTANCE?

P

~ fulfill the following:

Q.

A.

1. To assist teachers in providing more individualization
and enrichment of instruction to their classes.

2. To encourage the development of meaningfui*and personal
adult/student relationships which are not possible 1n
a regular classroom situation.

3. To increase children's motivation for learning.é

4. To provide an opportunity for interested communhity
members to- partxcipate effectively in the school's
programs.

5. To strengthen school-community relationa through .
positive volunteer participation.

WHAT ARE THE QUALIFICATIONS OF A GOOD SCHOOL VOLUNTEER?

In general the qualifications of an effective school

Y yolunteer are as follows:

A deep dedication to fulfill all the obligations of -
the position. - c17
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Positive attitude, interest, and enthusiasm to work
with children. v

Ability to work cooperatively with school personnel.
Adequate communication skills.

Good health and moral character.

Flexibility of skills.

Regularity of attendance.

WHAT CAN VOLUNTEERS DO?
Volunteers can provide services in the areas of instruction,
classroom assistance, special services, and monitoring ‘
activities. o

Examples of volunteer instructional assistance:

‘Y. Assisting with one-to-one help for individual gthdents.

2; Sharing experiences or expertlse -in . a aubject area
with students. .

3. Reading stories to a class or group of chi;dren.

Examples of volunteer classroom assistance:

4. Assisting with classroom chores such as supervising
seat work or helping Wlth inventories of books and
supplies.

5. Preparing instructional materials requested'by staff
including setting up classroom materials (science
table, etc.) or compiling a picture file for claasrobm
use.

6. Providing clerical assistance requested by the staff
including alphabetizing, filing, typing and duplicating
materials or keeping records of books students have
read.

7. Assisting with classroom enrichment or special events
such as assisting with homeroom programs and activities
or assisting with bus Boarding, field trips, neighbor-
hood walks, etc.

" Examples of volunteer special services:

8. Assisting with library operation during the school

G18
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day, during the lunch hour or before or ;fter school.

-

9.  Assisting the school nurse in providing the school
with a continually supervised health room.

Examples of volunteer mbnitoring activities: - | , .
10. Assisting with playground activities.

11, Assisting with supervision‘of special projects
(helping students with art aprons, mixing paints, etc.)

Examples of areas in which volupieers may not accept
responsibility: : - |

1. Taking charge of a teacher's class.
2. Transporting chiidren without prior parental consent. -
3. Administering medicine or first aid.

4, Serving food in lunchrooms. “ e
5. Having access to privileged information (ex. éaycho-
logical Clinic or Visiting Teacher Reports).

" Q, WHAT ARE THE PROCEDUREé FOR ESTABLISHING A BUILDING
VOLUNTEER PROGRAM? N

t

A. Thé*Volunteér Serviceé Office provides assistance and
materials to the individual schools related to

1) an investigation of the need for volunteer assistance,

2) presentation of a plan for a meaningful building
volunteer program,

3) the assimilation of school volunteers including models
for recruitment, placement, orientation and training,

4) provisions for evaluation, review and revision of
the established program.

(Specific building plan materials are available upon
x request from the Volunteer Services Office.)

G19 ' -
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Q. WHAT ARE THE RESPONSIBILITIES OF THE PRINCIPAL IN
| ESTABLISHING -A BUILDING VOLUNTEER PROGRAM?

A. It is the principal's responsibility to assess end;‘
compile .

1) the needs of staff in the school which can be .
serviced by volunteera,

2) the interest on the part of the staff for instituting
an organized voelunteer assistance program,

3) the climate of the school neighborhood for inati- ”
tutlng a volunteer program.

Additional areas for pr;ncipal consideration 1nclude
the following:

1. Decision, after careful assessment, as to wﬁEther it“
appears worthwhile to develop a buildzng volunteer
program. &

2. Designation of a staff member to £fill the role of

School Resource Person. (The principal may reserve
this role for himself. )

3. Designation of a volunteer to £ill the role of school
volunteer chairman. .

4. Consultation with appropriate representatives of the
Volunteer Services Office of the Columbus Public
Schools and selected staff and community members to
design a volunteer »rogram which meets building needs.

5. Cooperation with the appropriate representatives of
the Volunteer Services Office of the Columbus Public
Schools and the school staff and volunteers in
managing the component parts of a working volunteer
program (recruitment, placement, orlentation, training

and evaluation). oy
: o, -
6. Participation in yﬁ‘rly Volunteer Services Office
. evaluation of volunteer personnel, programs and pro-
cedures.

7. Based on school data provided by the Volunteer Services
Office, determination of revisions needed for" individual

B4

school volunteer program.
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Q.

A,

Q.

A,

8. Termination of the particibation of a volunteer

~worker when it is deemed necessary.

"I® A SCHOOL VOLUNTEER PROGRAM HAS ALREADY BEEN ESTABLISHED,
' WHAT STEPS COULD BE TAKEN TO COORDINATE THE EXISTING
' PROGRAMS WITH THE VOLUNTEER SERVICES EFFORT?

THE PIRST STEP HAS ALREADY BEEN TAKEN -«- by becoming
familiar with the recommendations, procedures and policies
presented in this School Administrator's Handbook‘ . v

I. Inform the Volunteer Services Office of your program
. with aome specifics.
2, Be certain to register your veolunteers with the
Volunteer Services Office so that they can be included
in system-wide and city-wide activitiea,“

3. Feel free to call on the Volunteer Services Office
for any resource which it may pnﬁvxde.

IF T WANT MORE DETAILED INFORMATION CONCERNING THE PLANNING :
OF A BUILDIﬁG VOLUNTEER PROGRAM OR IF I WANT TO BEGIN TO
PLAN A VOLUNTEER PROGRAM FOR MY SCHOOL, WHAT SHOULD I DO?

The‘materials presented in this guide are naturally some~
what abbreviated. If you want to examine the entire
package for planning and implementing a school volunteer
program or if you wish to begin to plan a volunteer program
in your school, please contact Mrs. Frances White of the
Volunteer Services Office at 225-2664 or Mrs. Linda

* Helgerson of the Volunteer Management System at 444-2113.

285
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HANDBOOK FOR

INTERVIEWERS OF VOLUNTEERS

The purpose of this handbook is to provide the interviewer
~with the technigues and skills necessary to conduct a
worthwhile personal interview of the potential volunteer.

The objectives for training of interviewers are:

«~To convey the importance of the personal
interviews and its relationship within the
total operation of “the Volunteer Services
System.

. =To conv:ilthé importance of the personal
interviews and its effect upon the correct
placement of volunteers in volunteer programs.

~To provide techniques and information to the
interviewers to assure their succeas in
interviewing potentigl volunteers.

~To develop interview skills through active
participation in planned training activities.

~To develop a training session that meets
"the needs of those being trained.

The interviewing process-has two purposes: The interviewer
needs to learn as much about the potential volunteer's
skills, abilities, interests and Background as possible.
The. interviewee will want to know as much about the
volunteer opportunities available as possible.

1) The Interviewer should understand himself:
~Be aware of his opinions, | convictions,
preconcepts and attltudeg.
-What makes a good and bad first impression
-Education, hairdo's, religion, clothing, o
grammar, colors, social status, aggres- )
siveness, poise, etc. ‘
~How valid are .these impressions in evaluating
a person's character. N
~Be honest in judging self. Do not permit
preconceived opinions or bias to influence
your evaluation of the prospective volunteef\?

~Be able to qo beyond first impression.

7&%;%’?‘ - -
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2)

3)

A successful interviewer isg:
~Able to put others at ease. ] :
~A good listener, sensitive to other individuals.
~Able to communicate well, -
~Familiar with philosophy and aims of program.
~Knowledgeable about all available volunteer jobs.
-Able to interest the potential volunteer in serving.
-Perceptive about assessing the best contribution

the particular volunteer can make.
~-Friendly, flexible, at ease with people,

Persons who interview should:
~Establish real rapport with the volunteer.

_~Secure information about potential volunteer's

abilities, interests and character.,
-GiVe volunteer facts about the aims and functions
Sf the program, |-
~Outline specific volunteer job requirements. ‘
-Promote potential volunteer's desire to give service.
~Attempt to find an assignment .which fills the needs
of the program and the volunteer,

-Be knowledgeable about program, school, per-

4)

5)

sonalities volunteer will work with,

General Principles for an Interview:
~Keep objectives of the interview in mind.
~Know your assighments, Wy
~Be honest with the applicant, )
~Make your questions work for you.
~Give volunteer a chance to talk.
~Weigh and evaluate the facts.,
~-Give the volunteer a decision. .
~Be sure to show enthusiasm in your voice.
~Be friendly and show interest in the person

being intexviewed.
-Don ' keep applicant waiting.
-Be certain to take your time,

Preparations for the Inte;view:g

~Advance Preparation
~Review the application foxm
~There are indicators of the‘applicant's
abilities, experiencese, background,
responsibilities, time available, etc.

Don't Hurry!

i
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r . -Make a list of all additional information
' needed or that is unclear.!
~-Know as much as possible Qbout your applicant
before the interview,
~-Make appointments well in advance.
-Physical Arranagements
-Provide an adequate setting for the interview
that assures privacy and no interruptions.
s -Allow enough time.
~Comfortable room arrangements.

6) Conducting the Interview:
-The interviewer establishes pleasant associations.

-Greeting the applicant into office,

~Greet applicant pleasantly -~ introduce self
and call applicant by name.

-Put applicant at ease by:
-0ffering a chair
-Taking coat

-Offerfng a cup of coffee i/
~Smiling
-State how’ appy you are that the applicant is

. con,s:.derlng* volunteer work.
-The interviewer listens and observes,

-Gestures, postures, spoken words, expressions,
inflections, general behavior are all mean-
ingful communications,

~The interviewer controls the conversation,
~-Avoids extended tangents of talking.

~Avoids disturbing topics and harangues,

~The interviewer guides the questions for the
purposes and information needed for the
volunteer program.

-Check to see that the application is complete.
~Share with the applicant material about the
program.

~Brochure
~Verbally
~The interviewer times the interview.

-Do not hurry through, however, 30 minutes should

be long enough. s

, - 289 -
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. - 7) Following the proper techniques:
-Refrain from take-over.

~Smile during interview.
-Listen carefully - do not anticipate what volunteer
. will say or ask.
~Ask open-ended questions.
~Get applicant to talk freely and fully about things
you need to know.
~Be comfortable during pauses -~ volunteer is thinking.
-Encourage _volunteer to ask guestions.
~Accentuate the positive.
~Make applicant feel he is needed.
~Be sensitive.
~Describe jobs available.

8) Collecting the necessary data: .
~-Follow questions in interview schedule carefully.

-List special skills and experiences according to
code listing in office.
~Fill out information on work or volunteer experience.
~-Determine preferred volunteer service. Use office
: 1isting of volunteer services for code.
. ~-List areas of great need at time,

"~ 9) Conveying information about volunteer proqrams:
_=Discuss program information,

-Never undersell or oversell job or its requirements.

10) Closing the Interview:

-Be sure you have gotten all needed information.
-Complete interview when you have all the information
you need,

~ —-State how happy you are the applicant is interested.

i =Tell interviewee to call if there is any problem
with the olacement,
~-Ask volunteer to encourage others who may be interested
to call,
~-State that the volunteer will be notified as
to placement.
~-Express gratitude for interest in the program.

I,
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TECHNIQUES USED IN TRAINING

. 1) Getting acquainted

a) 1In order to get to know others in the training
session, play a getting acguainted game.

. . (1) Trainer arranges chairs in a circle
” (2) The trainer asks each trainee to introduce
. self to the person on his right -- o

interchanging names and discussing each
others role in the school volunteer program
(3) After a few minutes the trainer interrupts
the buzz sessions and asks everyone to
introduce the person on his right by one
of the following methods . .

(a) I am wﬁl I am
) I am (name)
. I'd like you to meet my friend
(name) who (something about person)

(b) My name is (name)
I like to )
I am happy to introduce ( )

(c) Many other techniques can be used,
if you have a technique you prefer

o j use it!
® I .

l 2) Lecture :

a) Method
~Using transparencies
~Using blackboard
-Using easel

b) Listening exercise
~In pairs ¥
~Repeat what partner says 5
~Paraphrase what partner says
-Watch role play on situation in an
interviewing session
. -react

3) Practice session

a) Break into groups of three
~-one be interviewee
~one be interviewer
-one be listener

b) Listener react

c) Change roles until everyone has a chance
. at each job

4) Question and answer session

o ' ' 291
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SAMPLE

School Directory
for |
Volunteers

This School Directory for Volunteers has
been written to aid the school volunteer
when starting to locate the school assigned.

This Directory can prove to be a valuable
tool.

A WORD OF WELCOME

We are pleased to welcome*you as a volunteer
in the Columbus Public Schools. You offer an
important contribution to the educational
program in the classroom. We hope your

volunteer experience will be pleasant and re-

warding.

Superintendent of Schools

- o G28
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COLUMBUS PUBLIC SCHOOLS
DIRECTORY DATA

1972-73
SECONDARY SCHOOLS
Bus Schedule,Columbus Transit Co. - 228-3831

546 Buckingham Street 43215 - 228-0050 .
Mr. Harold Washburn, principal

Travel I-71, Cleveland Avenue exit, keep right to
Fort Hayes military entrance, turn sharp right.

Travel East Broad Street, north on Cleveland Ave.
to Buckingham, east to Fort Hayes entrance.

Bu3: Cleveland Avenue Bus to Buckingham Street,
(5 squares north -of Broad Street)

Columbus School District

= (school for deaf and hard hearing)
1455 Huy Road, 43224 - 267-3163
Mr. James Card - principal

<

Travel to“3388 Karl Rd., turn east on Huy to school, or
Travel to 3311 Cleveland Ave., turn west on Huy to school.

Bus: Hamilton-Karl Bus to stop nearest 3388 Karl Rd.

Alping ~ 1590 Alpine Drive,--43229 . 88847030
Mrs. Ruth Rankin, principal 8:45-11:45 1:00-3:30

Travel Route 161 to Karl Rd. Travel north on Karl Rd.
to Alpine Dr. Alpine Dr. is the first street to cross
Karl Rd. north of 161. Turn east on Alpine Dr., con-

tinue on Alpine Drive past Faircrest Drive to reach
the school.

G29
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a)

B)
C)
D)

VI.

OCCASIONAL PAPERS

Volunteer Services Management System

Project — OVErVieW.eeeeeeeeososoococccccccccnnne
How To Face Up To Problems...cceeccecceccccscccces
Why Do Volunteers Drop Out?.......ccccccccccccccns
Potential Problems Facing A School

Volunteer OperatioN...ccceeecesccccccccsccccccces
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TITLE III, E.S.E.A.

‘ VOLUNTEER SERVICES MANAGEMENT SYSTEM
COLUMBUS, OHIO CITY SCHOOL DISTRICT
. OVERVIEW

In 1973, the Volunteer Services Office of the Columbus
Public Schools was awarded a three-year grant by the Department
of Education, State of Ohio, Title III E.S.E.A. Office to design,
develop, implement and install a management #ystem to utiiize

large numbers of trained volunteers to meet student needs as

identified by the professional staff.
To provide some basis for judging the significance of

this grant, a brief look at the history of velwnteers in educa-

3

tion is relevant.
. . The role of the volunteer in education has, even within
the past decade, undergone a series of developmental changes:

-Ihitially, volunteer programs were developed from
“ concerns voiced by citizens of the community.
These programs were operated®and directed by
volunteers, most of whom were women from the
suburbs. We remember them most fondly as "“Ladies
Bountiful.”

-Many of these initial programs were so vital and
well-accepted by the professional school staff
that they grew. Lady Bountiful was becoming a

" full-time recruiter, trainer and placer of
increasingly larger numbers of volunteers in
growing numbers of schools. These programs
grew and school systems became more amenable
to direct citizen involvement in schools: full-
time personnel was hired to better deliver the
services: and generally speaking, volunteers
began to move in increasing numbers from strictly

. service roles ‘into policy making positions.

~120~ =
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-The next developmental stage is now in the process
‘ of evolving and, for that reason alone, it is
difficult to generalize or validate without the
dimension of time in which to reflect. However,
new things are happening.

Direct and open school-community relations are a
necessity now more than ever before. Costs of
providing a totally comprebensive educational
curricula are prohibitive. Increasing numbers
of community members are very aware that just
passively living within the law is neot the operable
definition of "citizen". Becoming involved,
, comprehending issues and acting on them are the
o 70's passwords of citizenship. Most signifieant,
, ‘however, is the metamorphosis of the phrase,
"The Youth of Today are the Citizens of Tomorrow"
to the loaded question of accountability, "Is
Education Preparing Our Children?",

Within this new era, volunteers in ecucation have
acquired a growing sighificance. In this new arena, the
volunteer is not a “laay".necessarily. She may be a "he", a
student, a senior citizen, a neighborhood parent, a business

leader or the corner grocer. Within this changeover evolve

new heeds on the part of volunteers. They want to be "where
it's at". They must be involved in meaningful efforts in
identifying and solving problems. Coupled with this new
involvement exists the realization that the tremendous social
problems plaguing educational institutions can only be solved
by the personal involvement of ecitizens willing to assume
responsibility and make decisions.

296
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Incorporated within this framework, the premise of
the E.S.E.A. Title III Grant was that the Volunteer Services
should provide the mechanism whereby citizens desiring to

become involved could be linked@ to schools williﬁg to receive

aﬁd ngeding the services available through volunteer assistance.
The Volunteer Se;vices Office was then designated to become
the meeting ground for the schools and the community}té begin
to solve those issues and problems hindering tﬁe educational
preparation of youth. .
In order to prepare the Office of Volunteer Services
for this #ole, the primary goal of the Title III Project Staff
has been to establish a management or opera£iohal system that
is meaningful and workable at all levels‘of volunteei services,
that is flexible enough to handle newly assessed needs, that
is generalizable enough to operate despite the volunteer prg-
gram content or school need, that is capable of continﬁgus
expansion and that serves the needs Qf volunteers, or profes-
sionals using volunteers and, most important, of the students

themselves,

\ The mission of the Title III staff, then, was to
\

A
6éxelop generalizable process models for 1mplement1nq volunteer

prcéxams oh both city-wide and building levels. To accomplish

kY 20"
Y 2 9 [
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this we have called on Qast numbers of human resources, both
in the community and in the schools, and have received: not
only great expertise but also.encouragement. We have tapped -
- the vast reserves of human resources and have compiled inﬁut
aﬁd“iaeas from people involved in the community and in the
schools. We have collected, reviewed and anal&zed tremendous
amounts of literature from other volunteer school programs
and from a significant number of the national, state and local
organizations administering programs which utilize volunteers.
We do n@f pretend thgt these materials are ours
alone. Building on a great wealth of accumulated kn@wledge
and experience, we have organized this into a single manual. 5
Hopefully, this will provide a process model for the CGér-
dination of school and community efforts and will result

in a more waluable and realistic education for our vyouth.
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HOW TO FACE UP TO PROBLEMS

Problem~Solving: is a process by which individuals.or groups
define a problem and propose alternative solutions.

Decision-Making: is a process by which individuals or groups
select a solution from a number of alternative solutions and
determine a ecourse of action.

50 you have a problem in your volunteer services program =--
it won't go away -- ¥You are losing sleep over it? Let's

face up to it.

Problems in volunteer services usually fall into two categories:
(1) personality clashes; (2) communication problems.

These problems become compounded by emotions that color the
way in which problems are conceived.

Critical Backaground Factors:

; 1. When it is desirable for people to accept a decision as o
.' "appropriate” before they implement.it, these processes

(problem-solving and decision-making) should be under-
taken by those people affected.by the problem and its
solution. ‘

2. "Decisions" are made at all levels of the program whether
we realize it or not. Decisions, if made at the "top",
can be ignored, blocked or poorly implemented at lower
levels. These actions are the result of "decisions” -
either made intentionally or unintentionally at those
levels. Thus, the need is to invelve all levels in the
decision-making process at its inception.

3. Problem-solving is both a rational and an emotional
process. Peelings should be expressed and dealt with
when they are relevant to the process. Conflict must
also be faced and handled creatively if decision-making
is to be successftul.

4. Problem-solving and decisien-making should be undertaken
in an orderly, step-by-step fashion. It is important
that someone in the group help members to be aware of

@ 294
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First Step

the
the

criteria which must be met by a solution may need to be
established at this point.

&

exact stage of the process they are in and encourage
particinmation of all members in each ﬁhaﬁe. Certain

1)

Identify the problem by putting the facts away from
emotions involved.

a)

" b)

Second Step

1)

c)

a)

Now
its

a)

b)

e)

.d)

e)

What is the actual problem?

(1) 1Is it a persénality clash?

(2) 1Is it a communication problem?

Who are the individuals involved in the problem?

(1) Is it a problem between staff and volunteerg? .
(2) 1Is it a problem between volunteersg?

How long has it existed?

Other factors?

that you have identified the pg@blem. let's look at
backgrounds

How did it actually start -- what was the triggering
incident? ‘

.

How has it affected other volunteers?

How has it affected staff?

Could something have bgen dene earlier to prevent
the prﬁblem? S

How have you handled the problem so far? o

30U
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Third Step

" . 1) Timing is an important factor. The problem should be
: fa¢ed up to, ggralsed ‘and solved as rapldly as p0551b1e.

P a) Should you dlscuss this problem with other staff or
' " volunteers? In general, it is better to bring as

few persons as possible into the discussion of the
problem, ¢ ;

b) Is this problem serious enough to bring to the
attention of the staff person in authority? If it
is, present an honest statement of the basic facts.

Fourth St_g '

1) Vlew the options for solving the problem after identifying
the problem, looking at the background and considering
timing. :

a) Where there is only one person involved, consider
the personality of individual and how best to talk
‘with this person about the problem. Try to see
o how this individual views his or her role in the
' ‘ siutation. :

b) When the talk occurs with the 1ndlv1dual be
w1111ng to:

(1) Tactfully present the problem as factually
as possible.

& (2) Ask for his or her side of the problem and
listen carefully.

(3) Try to discuss *ogether ‘'with the 1nd;v1dual
how the problem can be solved (if this is
- possible).

(4) Go over alternatives with the individual,
such as a different assignment, or return
to the same.assignment with a new under-
standing and consideration.
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| (5) If there is need to give more time for

- ‘ | exploration or discussion of the problem

| J (with the admlnleratlon or staff), set an

L ' approximate deadline’ for a decision with

g " the individual <oncerned. " o

(6) If a decision can be reached in meeting with

th913061Vldual do it as tactfully as possible.
c) Where more than one individual is involved, depending

on the situation, it may help to first meet with

each person on an individual basis using some of the

above points. After meeting with each individual,

it is usually a good idea to bring those concerned

together for a general discussion of the problem.

d) Occasionally, the problem will not involve individual "
personality clashes or communication but may be in
an area involving poor facilities or schedullng of
volunteer activities, etc.

(i) Carefully consider the problem and alternatives
to handling the problem.

(2) Sometlmes calling together some or all of the
volunteers in a problem and holding a group
" discussion can be very helpful.

(3) If it is necessary to take the problem to the
.administration, do your homework well and have
a well-prepared, succinct presentation.

(4) Do not be discouraged if the problems of this
nature are not solved immediately.

(5) Try new approaches if the problem persists with
awareness of the right timing to re-present
the problem.

Always keep in mind that the success of your prodgram depends
" on-the ability to face up to the problems. Don't be afraid
to do it.

Q‘




The following Problem-Solving Cycle for Individuals ang

Groups is adapted from materials by Mark A. Frohman, Ph.D
-R. G. Barry Corp. :

®

Problem
Finding

Review the Solution

Clarify the Goal

Select & Implement a Solution

Define the Problem

Evaluate the Solutions Mé{/

List Possible Solutions

303

~128-




v

WHY DO VOLUNTEERS DRop &YT?

Why dn so many volunteers drop out? At a VIE regional
workshop, presented in 1971 by the Des Moineés Area
Community College's Project Motivate, participants gave
these reasons:

-Pnor placement.

-Lack of supervision. )

-No guarantee that the volunteer's participation will
be effective. :

-Long-range potential of volunteers isn't utilized.

-Opportunities for personal growth could be .curtailed.

-Time, talent and skills were not utilized in a '
useful way.

-Joh ladders were not encouraged, i.e., a volunteer
who has done an excellent job should be given the
opportunity of moving up, perhaps becoming a trainer
of other volunteers.

Volunteer retention becomes a major concern of all
volunteer programs. The Des Moines Area Community
College through a workshop sponsored by Project Moti-
vate, compiled a list of reasons as to why volunteers
drop out. This list represents the concerns of many
people who work with volunteers and the concerns of
volunteers themselves. ‘

The Volunteer Services Management System development
team has addressed its efforts to these concerns in
an effort to minimjze the volunteer drop out rate as
one means of building a strong, viable volunteer
program.

Poor Placement represents a very real problem and a
valid reason for a volunteer to choose to not continue
his job. The volunteer application form recommended by
the management staff encourages the volunteer to select
a school or an area in which he wishes to work. Each
volunteer applicant will be personally interviewed by
a trained interviewer in an effort to determine what
the potential volunteer wants to give and to receive
from the volunteer experience. From this pre-placement
contact, serious attempts will be made to place vol-
unteers according to their skills, talents and
expectations.
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Lack of Supervision discourages volunteers who need

‘ direction to perform their duties. The staffing,
volunteer and professional, recommended by the manage-
ment staff offers adequate supervision from the central
office and the school level. Both the teacher an® the
volunteer are provided with adequate communication
channels at the school level. The volunteer ‘can send
and receive messages through the building volunteer
chairman and the teacher can send and receive through -
the staff resource person. These communication channels
feed into the area coordinator and on up to the
Volunteer Services Office. In addition to the com-
munication network, which should encourage positive
direction and necessary feedback, increased staff, with
adequate job descriptions and proper training, can not
- only supervise or monitor volunteer activities but can

also offer and encourage education and training to

improve the level of volunteer supervision.

The third concern which came out of the Des Moines
workshop addressed the problem that there is no
‘guarantee that the volunteer's participation will be
, effective. Volunteers giving service time naturally
. need to -feel that their efforts have benefitted children.
The management staff recognizes that it cannot provide
a success "guarantee" but careful teacher training and
thorough task planning coupled with efficient feedback
and evaluation procedures provide data which enables
those individuals and groups participating in volunteer
management to constantly evaluate the effectiveness of
volunteer service and to modify or update tasks and/or
procedures when information received makes change
advisable.

L%

Volunteers need to feel that their full potential is
being utilized in terms of their time, talent and skills
and that their long range or growth potential is pro-
vided for: opportunities for personnel are essential.
The management system developed provides for meaningful
volunteer ‘experience in terms of utilizing volunteer
potential in the application form it proposes and the |
interview format it advocates. If volunteer time,
talent, skills and aspirations are considered when a
volunteer is placed, the volunteer should be placed in
a climate which not only allows but also encourages
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realization of potential. 1In addition to thoughtful
and sensitive placement, extensive thought has been
given to providing continuing educational opportunities
for volunteers in many areas ranging from human
relations and child growth for volunteers in many

areas ranging from human relations and child growth

and development to planning bulletin board displays

and operating audio visual equipment. Every effort
will be made to inform volunteer personnel of training
opportunities available Feﬁtﬁem through Columbus
community organizations, the Columbus Public Schools

or other educatjonal institutions.

A final concern expressed by volunteers indicated an
interest in the availability of volunteer job ladders.
Many volunteers need to feel that their successes will
lead to increased volunteer responsibilities. Many
opportunities are available to those volunteers with
ability, interest and time. The volunteer building
chairman is responsible for helping to coordinate

“building activities, including recruitment, placement,

orientation and training, keeping volunteer service
records and facilitating efficient communication
between the Volunteer Services Office and the volunteers

"themselves.

In planning an efficiefit and viable volunteer services
management system which benefits school children and
meets the needs of both teachers and volunteers, many
concerns have been explored and considered in the
development of the proposed system in an attempt to
create a plan which works efficiently for all groups
participating in the volunteer services operation.
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° Volunteer services departments have generally begun as

‘of volunteers.

‘Although the concept of using volunteers in educational

o
=2

‘Bducational monies have always been limited and consequently

POTENTIAL PROBLEMS FACINC A
SCHOOL VOLUNTEER OPERATION

Universal problems that have historically plagued school
volunteer organizations involve the availability of
adequate funds and personnel to operate efficiently.

it has been impossible for school systems to completely

fulfill all legitimate requests for educational services.
It has been difficult to get funds allocated for volunteer ] .
services classified by some as frills or extras.

small operations often manned by strictly volunteer personnel.
Tﬁ‘y have been privately funded ‘or perhaps have operated
totally without funds. The number of involved volunteers

has increased and the services offered have proven to be
valuable educational assets which can be measured in

positive terms. Because of .increased student achievement,
improved community/school relationships and actual dollars

and cents service available through using volunteers,
administrative support and financial backing have becowe

more available. - *

It remains, however, a continuing struggle for volunteer
services departments to obtain funds and staff to keep
ahead of growing service programs and increasing numbers

settings has enjoyed widespread acceptance, the attitudes
of community members, school personnel and volunteers
themselves must be.of continual concern to volunteer
ovrganizations. L=

Positive inter-system relationships are vital to volunteer
programs. School personnel on all levels need to be aware

of the benefits of using volunteers in school settings and

must want assistance before planning for a volunteer pro-

gram begins. Communication with school personnel is also
important. Volunteer services must maintain open lines

of communication with many different school system

departments, with program supervisors, with school )
principals, with classroom teachers and teacher organi- @
zations, with the Board of Education, with the PTA and

[
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-the volunteer operation, decisions concerning whom to

" should, therefore, be undertaken locally by those people

Relationships and the realistic plans for volunteers which

‘deqgree of success. I
J 308

many others because the success of many volunteer programs
or services depends upon these groups. '

Volunteer services is not limited to one department or one
area. It is involved in some way with almost every facet
of the school operation. With so many groups related to

contact about a new program or idea or whom to serve when )
numbers of volunteers are limited are often required.
Because positive relationships and acceptance are important
considerations, these are often difficult decisions to
make.

Positive community/school relationships are also vital to
volunteer programs. The level of community awareness
concerning the school system's educational goals and the
problems that affect the success of these goals promotes

an understanding of schools and education and encourages

the positive involvement of the citizens of the community.
The school system needs to realistically appraise the
community serviced by the schools. Understanding community
attitudes enables school systems to tailor educational plans
to the community served and to include in this plan realistic
goals for volunteer assistance programs.

The larger picture of community school relationships must
be further supplemented by a study of the individual
neighborhood school/community relationship. This appraisal
is unique to each school and the neighborhood served and ]

involved.

Although effective communication and careful assessment of
attitudes and needs are vital, they alone cannot assure the
success of volunteer programs. Meaningful volunteerihg
depends upon volunteers. If a needed service involves
activities not readily accepted by volunteers, then the plan
simply will not work. Carefully appraising volunteer needs
and assessing what kind of activities are acceptable and
meaningful to volunteers is imperative.

should result from the understanding of these relationships
affect the community school acceptance of volunteer
assistapce programs and in many cases pre-determine - their

-

~133~




If acceptance is the first hurdle for volunteer services,
organization and management of large numbers of volunteers
is a second and even higher hurdle. Effective management
obviously requires some system for directing volunteer
operations. Because enmploying any management system depends
heavily upon volunteer personnel, a system which is simple
‘and informal would-seem to be most desirable.

‘Creating a system which is simple and yet affords the
completeness necessary to manage the many volunteers who

are busy accomplishing varied tasks in different settings
and sitatuions becomes a difficult task at best. Management
system developers must be constantly aware of the problem
of creating any management plan which however complete
becomes so complex and sophisticated that it tends to

"scare off" those who would be and are the systems life

blood -- the volunteers themselves. The test for any o

management system form should be "Is it absolutely necessary
for retrieving, imparting or recording information?".

- Identifying needs for volunteer service involves research.
Creating questionnaires which can effectively assess and
prioritize those areas in which volunteer assistance would
be ‘beneficial requires time and expertise. Mailihg and
collecting needs assessment questionnaires often involves
significant staff time. Analyzing data reporting results
and making decisions based on the data involve still more
time for volunteer services personnel. This guestioning
process also redquires that busy staff members fill out the
appraisal form and this activity again asks for time. In
addition to expertise and time, this very necessary needs-
identifying activity requires the expenditure of some funds
for printing and mailing.

- Once needs for volunteer assistance have been identified
and prioritized, volunteer service programs which effec-

tively address these heeds must be created. Program purposes,
goals, measurable objectives and prioritized criteria for
judging program effectiveness must be aédmptable to the many
similar yet somewhat varied school situations which will
utilize the services offered. Pre-planning also involves
establishing definite job descriptions for volunteers and
establishing criteria for judging the effectiveness of the
program undertaken. !
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Recruitment problems include finding ways to involse groups
or individuals heretofore uninvolved, gearing publicity and
recruitment to many and varied neighborhood audiences and
combating factors such as the general economy which™ fluxuates
and affects the whole volunteer picture.

‘Planning the orientation and training of new volunteers

requires volunteer services personnel to research and list
both site and people resources available and to define
thoroughly the orientation and training responsibilities

of the school volunteer program, the school staff and the .
program supervisors. In addition to planning meaningful
orientation and training programs, the volunteer services
organlzatlon needs to encourage volunteers \to include these
sessions in their busy schedules and to realize that each

meeting! proposed represents a portion of total time a
volunteer has to give. R

Providing for eff€ctive monitoring and appraisal of volunteer
gervices is essential for keeping track of what is occurring
in the field, for proﬁidlng “eontinual information related

to needs, and for modifying and upgrading services offered.

Record keeping forms are necessary but busy teachers and
volunteers often have an aversion to them. Accurate volunteer
service records depend upon the willingness of staff and
volunteers to keep and send 1n approprlate descriptions

of volunteer activity.

Appraising volunteer services often presents a dilemma.
On one hand, the need for evaluating effectivenss is
apparent but on the other hand, the fear many people have
of evaluation and their dislike of £illing out forms or
questionnaires makes conducting a meaningful appralsal a
sensmtlve ass;gnment. )

It is also difficult to come up w1th a practlcal plan for
polling students; questioning a large enough percentage of
gtudents to get meaningful results involves costly and
time~consuming procedures and preparing a questlonnalre
for recording.the responses of elementary children is
practically impossible.

310

.. =135~




&

In general, it seems wise to attempt to evaluate services
and not people themselves and to construct questionnaires
which are as ‘short, informal and non-threatening as possible.

Plans for recognition and retention are often slighted
phases in the total planning and implementation of volunteer
‘gservices. Both, however, are extremely important to the
continued success of volunteer programs established.

Planned recognition programs can be rewarding for volunteers
but perhaps the most meaningful recognition is the personal
thank you of the teacher and the children served. Sincere
recognition is important but it depends upon the individual
situation and the people involved.

The volunteer services organization can plan system-wide o
recoghition programs and can encourage building recognition
but it cannot guarantee the real and sincere personal

“thank you" which is so meaningful to volunteers.

Retention of volunteers depends upoh a multitude of variables

. ranging from job satisfaction and feelings of usefulness to

changes in family situations or the economy to plain human
fickleness. “Because the reasons a volunteer drops out are
many, personal and varied, they are difficult to measure,
record or control. Volunteer services must assume that if
the volunteer program is important and needed and the
volunteer has been well placed, that the volunteer will
wish to continue in the program. :

Volunteer service organizations can develop a meaningful
dystem for utilizing the services of volunteers; it can
identify needs, pre-plan programs, arrange for the recéruit-
ment, placement, orientation and training of volunteers,
provide for the monitoring and appraisal of volunteer
services and encourage recognition and retention of volunteers.
Tt cannot, however, cquarantee the quality of interaction
between and among people. This very fact makes volunteer
services somewhat difficult to manage or control but at

the same time, it is the very essence of volunteering: the .
human experience of people working with people for a common
goal can create dynamic and vital results. - - .
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