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There are more than 40,000 different kinds of occupations in

the United States according to the Dictionary of Occupational

Titles. A "Directory of Volunteer Occupations“, would  certainly

show a comparable diversity of the kinds of work engaged in and

available to volunteers. Volunteers are not limited in the kinds of
services they give. However, their work is secondary to their usual
employment, and oftenllimited in time. In addition, although they
may receive reimbursement for the expenses they incur, enabling
funds or meals, they usually do not receive monetary remuneration.

Volunteers are in a position to make many unique contributions
and alsb to receive unique benefits. Although trained volunteers
can be "professional" in their approach to their work, they do not
raplace employed personnel. Working cooperatively with employed
personnel, they often extend personnel serviées. The coordination
and supervision of volunteers then becomes the responsibility of
paid staff; In this way, paid staff can increase productivity in
addition ?o and as part of their staff positions.

VOLUNTEER CONTRIBUTIONS

VOlunteers can be a community resource for additional workers
when fﬁnds are limited. Aithough it is possible for volunteers to
participate in all aspects of employment, a volunteer program devel-
oved within an organization or an agency -1s usually a budgeted
activify. Therefore, it is basic in planning a volunteer program

to realize that it must be funded.




I, VOLUNTEERS: A COMIUNITY RESOURCE FOR SERVICES - A DISCUSSION,

WHO IS A VOLUNTEER?

Volunteers have been identified by various names: the citicen
participant, informal resources of service, community helpers, free
labor, helping-hands, good neighbors, and many more. Essentially,
volunteers are people vho give their services of their own free will,
believing they are rendering some good to an activity which they
value. Althouah there are many e’vc:luﬁteeers” who give help in diverse
ways as a “way of life”, a vast number of people volunteer their
services through agéncies with organized programs for Volunteers.
Volunteer Programs thus are agency related and function as place—
ment centers for volunteers in their agency, giving support sér-
vices with their activities, and providing volunteer-job oppor-
tunities.

Volunteers have been called "America's Secret Weapon for-Suc—
cess." It is certainly true that the American Way of Life is char-
acterized by the work of volunteers in its movements or drives,
since its beginning. Many major orcanized social services én&
social agencies were started by groups of concerned peoplé or.
"volunteers". At the present time of increased governmental
involvement in delivering human services, the volunteer continués
to be involved and to be recognized as a vital national resource
in extending these services. The Mational Center for Voluntary
Action, an indenendent non-profit agency working out of Washington,
D.C., tﬁrough local Voluntary Action Centers is a national recogni-

tion of the importance of volunteers today.



In considering plans to develop this resource, it was necessary

to gain information from each Center:

(1)

(2)

(3)
(4)

(3)

(G)

to assess the number of volunteers presently involved
in giving services: |

to identify the kinds of volunteer services given in
each center:

to identify areas of needs for volunteer services:

to assess the level of Jdevelopment of Volunteer
Programs;

to gain information about support services for
volunteers;

to identify what kinds of servicas Centers need to

extend the involvement of voclunteers.




The “Spirit® of the volunteer is part of the volunteer's
unigue contribution: each person is giving a part of themselves
(time and effort) because they "wish™ to do so. Thaeir work is
not a requirement except as they wish tc commit themselves.

They bring with them a certain “"joy" in doing a task, and an
expectation of satisfaction or pleasufe in doing the task.
Perhaps this iz a gquality of volunteer work which cannot be paid
for, or bought with money. The “freedom” and enjoyment which
they bring to the work is another dimension of tﬁe service they
give.

The volunteer is also a recipient of benefits. Volunteer
vork gives people opportunities to become involved in activities
and also opportunities for recognition as a result of their con-
tributions. Recocnition and demonstrated worth are integral
parts of a person's identity. This enhancement which a jrerson
gains tarough volunteer work is a large part of the compenation
connected with their service. Thus volunteer activities can
serve dual purposes of providing extra services, and also providing
opportunities for the participant to experience his worth as a
person.

II. VOLUNTEERS Il PROJECT CENTERS, PHILADELPHIA CCRPORATION FOR

A development within the past few years has been the estab-
lishment of agencies or centers to give service to the (Older Adult.
At the present time the Philadelphia Corporation for Aging is
assessing additional resources within the community to expand
the services now given in 32 Project Centers. A major resource

which has not been extensively developed is the volunteer.



ITTI. METHOD FOR GATHERING DATA

A survey questionnaire was developed to gather data to assess
the present involvement of volunteers in each center and the level
of organization of a Volunteer Program. (See Appendix I). It was
necessary to establish "lhere e Are" as a first step before con-
sidering "tWhere We Vant to Go”, and "iThat Can Ee Done To Implement
These Plans". The questionnaire was designed to gather data which
would be available in a fully organized Volunteer Program. These
areas are:

A. General Information
1. GStaff Assignnent
2. Activities of Volunteers
3. HNeed for Volunteers
4. Records
B. Recruitment
l. Resources
2. Priorities
C. Publicity
D. Training
E. Job Descriptions and Placement
' Recocgnition
G. Evaluation
H. Retention
I. Support Services
J. Participants as Community Volunteers
K. Questions for Staff
Not all the cuestions were applicable to the various centers as

the levels of volunteer involvement and organization were not uniform.




' Information was gained through interviews with project directors
and staff who had volunteers as part of their job assignment. The
Survey Cuestionnaire was used as the basis for interview guestions
and information was recorded from each center. Each interview was
conducted at the center site where there was also an opportunity for
a brief observation of the facilities and activities. In addition
the guestionnaire solicited suggestions from the center staff on
future plans for their center and how volunteers could be involved.

It should be noted that some of the data does indicate numbers
and examples of volunteer involvement {(quantity) but does not reflect
the "quality” of the involvement.

The survey was not designed as a tool for evaluation, nor a
tool for comparison but primarily to give information which was basic
to further steps or plans in the development of volunteer services.

IVv. FINDINGS: WHERE WE ARE

A, General Information:

There was a great amount of diversity found throughout the
Project Centers and uniqueness according to the cormunity they
served and their participants. There wvere insténces where the
sponsoring agency also had influence and impact on the usé of vol~

unteers in parts of their activities.

1. Staff Assignments:

One center employed a staff person who has as her primary
assignment the coordination of a volunteer program to serve three
(3) centers. |

Three other centers assigned this responsibility to a staff
person in addition to other responsibilities. The degree of emphasis

varied with the three agencies but generally the assignment was




given a limited amount of time and emphasis. 1In all other agenc&es,
the involvement of veolunteers was a shared responsibility of all
staff including the director. 1In one agency volunteers in the "home
bound program“ was a specific staff assignment with adequate time
allotted'for'the‘actiﬁity. o

2. Activities of volunteers

Twenty-five centers indicéted-they had many volunteers on
a daily basis. Eight centers said they involved a few on a regular
basis. Fourteen centers in addition to their daily volunteers,'i
involved volunteers with special skills on an occasional basis.

Every center involved volunteers in their nutrition sérﬁice.
In numbers, this was the core for volunteer involvement in all ceﬁters.
Volunteer involvément ranged from "helping-hands” or "when ever_they |
were needed” to organized teams and specific assigned tasks. 'In one
agency the coordination and assignment of nutrition volunteeré was
the responsibility of a volunteer. In addition to this, she kept
records of volunteers and hours.

Although every center has an advisory board or council, they“
were often not identified as administrative volunteers. Three
agencies in addition to their advisory group, had an "Elders Council®
composed of repfesentatives from each program activity. The function
of both groups was advisory, meeting on a regular basis. In a few
cénters ﬁhese groups conducted fund raising activities.

Volunteers with special skills were used in most of the
centers. This usually meant that if a participant had some skill or
interest,; he or she became something of a group leader in that procram
area. FKEowever, in at least eighteen centers, a unigue service was

given by specific volunteers who were often recruited from the wider
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community. Examples include a barber, legal assistance, student
nurses, musicians, movie projector operators, tax assistants, and
fix-it repairmen.

Twenty=-eight centers involved volunteers in recreation &
social activities. Usually this included participants who became
group leaders or headed up the activity such as a caller for bingo,
or a leader during an exercise period. Four centers involved more
skilled volunteers in these areas, either recruited from the
cormunity or from the participants with greater expertise.

Few centers brought in speakers from the cormunity or had
speakers from their participants trained to speak in the community.

Eight centers had educational programs conducted by vol-
unteers. These were generally Eible Study Groups lead by a church
member or minister. A few centers had Current Event CGroups led by
volunteers.

In seventeen (17) centers, volunteers helped with clerical
tasks, libraries, records, or answering telephones. The numbers of
volunteers involved in these activities were limited often to one
or two in a center, but the kinds of tasks were diverse.

In the homebound programs, friendly visitors, or tele-commun-
ication the numbers of volunteers were limited. Ejighteen centers
had volunteers in these services but in all the involvement usually
was limited either to one or two persons or to communication between
participants on an informal level. One center encouraged the
telephone activity by reserving a telephone for that purpose during
specific hours. In cone center the friendly visitors program was
organized to a much greater degree and assigned to a specific staff

person.




It was difficult to count the number of volunteers involved
on a daily basis. Several centers_indicated that participants were
asked to “help' wherever fhéy were needed in all the ongoing activitiec.
This type of adtivity.ofteh seemed to be more the activities of a
“family” or club or in-group operating for mutual benefit. It is
important to understand, however, in interpreting volunteer involve-
ment in centers, that this was frequently the level of operation.

Also the size of the centers varied in relation to the number of
participants and the types of prograﬁs. In addition, some volunteers
parti¢ipated on a‘weékly or ﬁénfhly Lasis. At the present time, even
a record of hours of volunteer service would not give a useful nor an
accurate measure of volunteer involvement. A very general estimate of
the number of volunteers involved daily in 31 centers is 535. Eight
centers indicated they had 20'volunteers daily, three centers had

15 volunteers; four centers involved 30: eleven centers involved 10;
four centers involved 25; and one center was unable to estimate.

3. Need for Volunteers

Two centers, both involving volunteers in many areas,
expressed the feeling that they did not need additional volunteers,
although the directors saw thé value of extending services through
volunteer assistance, and could identify areas where services were in
need of being expanded. Eoth directors felt that additional staff
time was not available for volunteer recruitment, training and special
publicity or development of community resources. Both agreed they
could involve volunteers in more'areas if they had assistance avail-
able for them through a centrai director pﬁ volunteer resources.

It was found frbm the‘survey, thét Project Centers had
unique requests for additional volunteer services according to their

population and service priorities: they needed bi-lingual interpre-




ters, shopping helpers, leaders for short-term programs, creator of
arts and craft kits for homebound, activity leaders for ﬁen, program
units, interior decorating, etc.

llost of the Centers needed more volunteers tb work in
recreation and social activities, with special skills, telephcne
communication, friendly visitors, clerical and program areas.

Few centers indicated their need for volunteers in planning
and policy services, interviewing, counseling, follow-up, case work
assistants, or other staff related services.

4. Volunteaer Records

The records kept on volunteer activity in the nutrition
services are a part of regular reports from the project centers. In
all other areas of voluntary activity, the records were limited.

Most centers felt that they had some information about their vol-
uﬁteers which was in their membership file, but did not have much
additional cdata. A few centers had forms which they used, but because
the major number of volunteers are participants, or occasional helpers,
it did not seem necessary to have special records. TFour agencies had
volunteers keep recoxrds of the nutrition-volunteer. One project had

a volunteer keep records and be regponsible for the assignments and
substitutions.

Eight projects had a Resource File on volunteers: usually
names of persons within the community for special services. Two
projects were aware of the Volunteer Acticn Center (a volunteer
bureau) funded as a community agency by United Way of Philadelphia.

B. Recruitment-

1. Resources
Eight centers recruited volunteers from their spronsoring

agency. 2All centers recruited volunteers from their participants.



Two directors stated thét volunteers were limited specifically to
the participants. Ten Centers had coordinating activities with
R.S.V.P. Fourteen centers recruited volunteers from churches or
synagogues. Fifteen centers said othe; community agencies were used
occasionally for recruiting volunteers. Some special resources used
for recruitment by single centers were students from colleges,
hospital personnel, special interest community group, retired pro-
fessional organizations and mental health centers.

‘Churches, synagogues, and community agencies were designated
as the major source of ﬁolunteers within the community. Twelve
centers indicated they would use community clubs for recruitmenf of
volunteers. Two agencies felt colleges would be a major resource for
recruitment. All but five project centers felt there was a need for
a center éity office for recfuitment and referral of volunteers, the
five centers who did not feel there was a need, either had all the
volunteers they wanted, felt to a limited extent a central office
would be helpful, or they recruited.their volunteers exclusively.from
the participants.

2. Recruitment Priorities

The priority for recruitment most frequently given was for
volunteers in recreation and social activities. The next priority was
for volunteers who could give special services or skills that were
identified by each project. The third area given was for volunteers
in homebound services. Seven projects indicated they had no priorities
and would prefer to teciﬁit for all types of services which they
thought were needed. | |

C. Publicity

Five projects have for their use printed publicity for recruit-

ment of volunteers, One center has deﬁeloped a slide-show showing
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their volunteers in action and the need for more volunteers. Two
other centers have limited examples. With one exception, the mater-
ial is not distributed generally nor used to iecruit community vol-
unteers. -

The publicity resource named most freqﬁently was the neighbor-
hood newspaper. ilany centers used this resource to recognize
volunteers, or give news about the center's activities. Few looked
upon this as a means of recruiting volunteers, but rather as a
public relations function. HMost centers had newsletters with
general news about volunteers, volunteer literary contributions, or
volunteer newsletter staff. The circulation of the newsletter was
usually limited to participants, and its contents were targeted to
their needs and interests. One center had used a trade journal for
publicity, four had used Tv-Radioc, and two had speakers from the
center who met with community groups (this was usually done by staff
and not volunteers).

" D. Training

Because the major group of volunteers are involved with
nutzition services, the most frequent type of volunteer training
mentioned was "on-the-~job training®. The second was throuch staff
conference and supervision. A formal training program for Friendly
Visitors had been érovided in the past by the Philadelphia Corpor-
ation for Aging. This was mentioned frequently as a valued volunteer
training experience. In seventeen centers training was given
through the initial interview with staff before beginning volunteer
work. One center had a regular monthly luncheon meeting of all
volunteers which served the dual purpose of recognition and limited

training.



E. Job Descriptions and Placement

Eight agencies indicated they had identified specific jobs
where volunteers were needed and had written descriptions of what the
work entailed. They also indicated that the extent of this practice
was limited and volunteers were not usually recruited with any job
description in mind.

Almost every center placed volunteers where help was needed
regardless of skills or experience. 1In many areas where volunteers
are involved at present, no special skills are necessary. Seventeen
centers had volunteers with special skills and usually through a
through a conference with staff, their skills were identified and
they were placed on a job using their skills.

F. Recognition

Recognition of volunteer workers was primarily verbal recog-
nition from the staff. Twenty agencies used some form of written
recognition from the staff. The sponsoring agency for centers gave
some form of recognition. Fifteen centers held a regular annual
event where volunteers received recognition, often accompanied with
a letter or certificate. In seven agencies the formal recognition
event was sponsored by R.S.V.P.,, and the event was used to include all
the center volunteers. In several centers, the luncheon period is
used periodically to recognize the volunteer. Five centers have a
special trip as a recognition of their volunteers and in a few
centers volunteers are given a gift (such as a Bible or a small token).
In several centers, the volunteer receives special recognition by
wearing a badge, or coat-jacket. This is limited mostly to the
nutrition services.

The newsletter was used reqularly to give recognition for

volunteer workers, either generally or for specific individuals.




Hany centers indicated they would like to do more in this area
or have a rore orcganized process available to them. Almnost every
center agreed that this was a gspecific service a central office

could offer,

G. Evaluation

One center reported staff members met with volunteers at a
special luncheon, where they evaluated volunteer work and made
suggéstions for improvement. 2nother project director said she
thought this might be a very uséful thing to do as there was
considefable squabbling anong the kiitchen volunteers. Ilier suggestion
was that a special training session for these volunteers would up~ )
grade their services and possibly give them increased status and
recognition.

Although there were indications from several directors that
evaluation of volunteers was conducted on an informal basis,
generally it was non-existent.

H. Retention

Many kinds of activities were identified which aid in the
retentiop of volunteers. Because project centers have 0per§ted over
é limited period of time, and the involvement of volupteers has been
primarily with the nutrition program, little emphasis has been
placed on retention. However, in almost every center there are
practices which exist to encouraée volunteers in their serxrvices.

All projects provided for frecuent contacts with staff: seventeen
had especially planned recognition of ctntinued' services; most of
the centers recognized the length of service of volqnteers through
the newsletter; only seven used teleghone contacts to encourage
continued activity, none of the centers had considered “volunteer

promotions”; and only three gave their volunteer new assignments




after extendeld pericds of service as a form of promotion,

I. Cunnort Svstems

Liﬂe eny procran of surport for ermplcovees, there are many
;lanned activitiez which are cCesirable in e volunteer prograr., The
variety of vessible suzport services with volunteers are listed in
the-survey. (See Rppendix Is  “IX, 2€ & 27°7)

“he basic forms of support mentioned rost frecuently by all the
projects are ceneral staff invelvement withvvolunteers, friendly
relations with volunteers enc staff, and attention ¢iven to volunteers
by staff, I'uch of tlis supmort is on an informrmal rasis. lost pro-
jects,; because of the level cf volunteer involvernent cive lirited
attention to, or recognition of, the activities which wouléd streﬁgth"
en their volunteer prograr. In psrojects where volunteers are
involved in a variety of cervices, or their staff has been aésigned
to work with volunteers, many nore support services wére given.r This
was evident in four »rojects.

In ten agencies, volunteers received meals. However, because

rost volunteers were invclved in the nutrition pro¢ram, reals were

not specifically acsociated with support services by many centers.

J. Participants as Comrmunity Volunteers

Elthough tiie major pertion of the survev was directed toward
Gitaining data on the invcelverent of volunteers in the project
centers, another asrect of voluntarisi, seered iuportant. This was
to what extent ¢éid project centers give support to developincg
volunteer opportunities cutside the project for their participants.
ilost of the volunteers in the projects sre actually narticipants

(or clients) working in the center. Developing and using volunteer
el -

opixcrtunities witiuiin the cornunity nay ke viewed as another service
=5 ¥

which centers can offer their narticipants. EZEnoucl: centers were



active in this area so that it may be regarded as a part of the total
volunteer picture.

Four centers reported that their members provided recreation or
craft programs for other centers. (Examples: Jug band, dancing
instructor, macrame teacher, etc.) Two other agencies expressed a
strong interest in this kind of activity. Several were interested
in giving volunteer services to nursing homes.

Nine centers had volunteer projects which are held at the
centers for agencies from the community. (Examples: Red Cross
bandages, day care aides, braille, parties for guests from nursing
homes, etc.)

Seven centers had made contact with other community agencies and
recruited center volunteers to work in the agencies. (Fxamples.
hospital volunteers, nursing home callers or visitors, day care
center).

Four centers were knowledgeable about volunteer opportunities
for the older citizen within the community but to a limited extent.
Several directors expressed a desire for more information about |
volunteer opportunities but felt they were limited in obtaining this
on a wider basis.

K. Questions for Staff

Staff were asked what organizational structure would be most
helpful in expanding the involvement of volunteers in their project
center. 1Wine felt there should be a member on the PCA Board who
could interpret the role and impact of volunteers in the corporation
and project activities. Twenty-three centers felt a committee on
volunteers at the city-wide level with a director of volunteers would

be most beneficial.




How can a central director of volunteers meet the neéds of the
project centers for increased use of volunteers? Respdnsés to this
were varied and voluminous and in a sense the culmination of the
survey with its emphasis on volunteers and the potential of vol-
unteers for each center. The major thrusts of these suggestions wili
be presented later in the Interpretation and Recommendations from the
Survey Findings. The needs of the project centers and their suggest-~
iong fall in the following areas:

1, Progran lNeeds

Volunteers to give short duration classes
Dance instructors

Arts and crafts instructors

Exercise instructors and leaders

Drama specialist

Class instructors for diet and nutritiocn
Instructors for grooming, cosmetics, wig care
Lip reading classes - special training

Specialists in plant horticulture and flower
arrangements

Zrts and crafts projects for participants to take
home

Arts and crafts kits for home-~bound
Game kits for home-bound
Program activities for men

Inter—-generational programs



2. Training HNeeds

Hutrition Workers: coopérative reiationships -
- getting along with each other

Staff training - for working with volunteers
Advisory Council training

Staff training on the recrultnpnt of voanteers
and voluntary resources

Visitors program and telephone assurance volunteers
Library skills training
Special training for volunteers working with seniors

Volunteer media specialist: operators for movie
and slide projectors, tape recorders and film strips

New projects in arts and crafts - upgrading skills
Drama skills - instructors
3. HNeeded Services for Centers
Volunteers for making surveys and researcﬁ
- Help with héking drapes, decoratipns,'repairé
Activities to involve more participants
'Assistance for reéruitment of volunteers

Develop volunteer recrultment llterature for
distribution

Directory of city resources for prdject center
programs (where and whom to contact)

. Meetings of staff to discuss how thev have solved
" problems and also share ideas

A publication which can give volunteer resourcés,
exchange of informatin from projects and reports
of program activities. .

Corp of volunteers on call for weekends
Volunteers for personal services

Screening and referral of volunteers

City~wide publicity: News, TV, Radio, Trade Journals




Needed Services for Centers (continued)

Development of special volunteers, leaders,
speakers, supervisor of other volunteers, etc.

Uniform, city-wide recognition and awards
Counseling - trained volunteer counselors

Speakers on topics: social security, Medicare,
food stamps, etc. -

Escort services -~ shopping, banking, etc.

Directory'of *One-Time" volunteers ~ on call
to do one task

4, 'Suggested Volunteer Activities to he Developed

Volunteers in area schools: wvisiting "grandparents"”

Production of slide show of what participants do -
“A Look At Ourselves” :

City-wide volunteer pool

Development of retired professional groups who use
centers rarely but are available for volunteer services

Volunteer work opportunities with community agencies:
hospitals, Red Cross, nursery schools, RSVP, etc.

Corps of bi-~lingual interpreters (Spanish - Ukranian)
Cooperative work with schools and colleges to
develop volunteers through field experiences,
internships, class projects

A Fixit Club® - minor repairs done by volunteers
(plumbing, sewing, household repairs, etc.)

Grandparents for a Day - cOo?eration'with nursery
schocols, day care centers

Nutrition workers - hostesses - as trained observers
on discussion leaders ‘

Hewsletters for shut-ins,; by shut~ins
Slide shows - travelogues

Volunteer activities for shut-ins (example: woman
in-home telephone companion)



" 5. ,Volunteer Activities: Exchange Ideas

Recognition lunciieon where volunteers may bring family
members as guests

Diverse local recognition programs
Political action groups
Racording of "Oral History” ~ review customs

Exchang= programs with other centers - host to
canter's participants

Fund raising for local projects
Teenage individuals and organizations contribute

services

V. INTERPRETATIONS AWD RECOMIIENDATIONS

A, Eacih Project Center has unique qualities and diversity which
must be recognized. The survey recommeandations should not be
interpreted as an attempt to establish uniformity, but rather to
enhance the strength of their involvement with volunteers. Although
some centers are limited, tliere are enough examples of greater
involvement of voluateers to give support for the value of
increasing the role of volunteers in centers.

Recommendation 1. A general recommendation can thus be made:

Fach ceanter should assess their level of volunteer particivation,
begin where they are, and identifyv steps they wish to take within
a time frame.

B. There was enough evidence from the survey to show that where
the development of volunteer resurces was a staff assignment,
given oriority, the involvenent of volunteers was more extensive

and a program to support them was in operation. Where the assignment




the rualitv of volunteerince needs to be irmroved or enhanced for
the henefit of the volunteer as well as for better services,.

. “Then all the project centers are viewed collectinc, there is
2 variety of volunteer activitv, Ilanv indivicdual centers involve
volunteers in unicue wavs, either hecause an individnal has volun-

-

teered snecial services, or bhecause the nroject has identified
srpecific needs, or been creative in the use of volunteers., 2Al-
thouch the numbher of these volunteers is lirited, the enrichrent
which they aive to the centers is strona sunport for creater
involverent of volunteers. In 23dition, if each center could ex-
chanae their e¥neriences, centers may be encouraged to eyxmand the

variety of volunteer activities.

Pecomrmendation 1. Project staff workina with volunteers need re-

cqular nlanned ormortunities for exchance of ideas and sharinag of
infornation in the develonrent and use of volunteer resources.
This should be irplemented by the central -officé of voluntarvy

Yesources.

L. The needs of each center ani recruitment priorities, cenerallv
were in acreerent: Volunteers in recreation and secial activities:
special services or skills needel in individunal centers: an hore
bound or tele communication services. The majer resource for re-
cruitrment was the involverment of center marticipants. Althouch
centers identified other resources, few made use of ther. liowever,
they exnresse’ the need for assistance in recruiting on a city
wide hasis, throuch a central office to avoid duplication of effort

and to reach resources unavailable to them as local centers.

Recomrendation 1. The centrel coordinatinog office be assioned the

resnronsikility of developing city-wide pnlans for recruitrent of
volunteers to meet the icdentifie? needs of the nrojects throuch-
out the city. The office should expand recruitrnent resources to
include individual volunteers from the corminitv, churches and
church qgroups, service and social clubs, 'usiness and cornorations,
anGd colleges and Universities with nrocrams in Field Exnerience.

internshinsg, nracticum, or exmeriential education.



F. Closelv allied to the recruitment of volunteers is the
sunportive services of publicity and public relations. Te'r »ro-
jects have develoned publicity for the recruitrent of volunteers.

- Puklic relations resources such as trade journals, news ~apers,
T.V., radic, or gpeakers hureau, were used rarely on a linitel
hasis. The greater corrmunity thus is not the recipient_of in-
formation akout project activities , services or needs., Tefore an
effective recruitment prooran can be initiated, the puhlic rust
be rore aware of the eristence of Project Centers, their Harti- -
cinants and services.

Recorriendation: Assion to the Central Coordinating Office (1) the
responsibility of rleveloping public relations and puhiicity through
city wide nedia and (2) give assistance to nroject centers to
cevelop local resources which can support an on~toing recruitment
of volunteers or voluntary assistance frorm qroups. '

G. Trainina

Althouah the staff from the projects are active to a greater
or lesser dearee in workinc writh their nresent volunteers,'the§
will need additional skills to develon a more coimrehensive
volunteer procoram to include all of the aspects covéré&_ih this
survey. The skill vhich staff have in workince with vdlunteers,'and
the extent to which thev. can actually provide for surnortive ser-
vices throucgh a Volunteer Program is pivotal to the successful in-
volverent of volunteers. Provisions shoulld be made to meet the
_needs of staff throuch traininc expveriences to un-grade general or

specific skills.

The involvenent of volunteers in greater nunhers and in a wider
variety of services makes volunteer trainine mandatory. There are
nany poésibie approachies, The followinc sucrestions are only a
few examples of educational activities for volunteers, bhut they

will serve 23 illustrations.

Throuchout all the Projects there are tvnes of volunteer ser-
vice which thev share in corron (i.e. recreation, friendlv visitors,
telecommunicaticn, crafts, etc.) Traininc for the innroverment of
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these skills could be given at one central spot periodically to
up-grade the work of center volunteers. At present most of the
crafts programs are lead by participants who are willing to share
their skills. If these volunteers could be given special craft
training, in turn they could offer additional guality and variety

at their project.

Special training courses might also be organized to be given
at project centers according to their needs. This training can be
planned not only to improve volunteer services but to enrich the
volunteer experience by providing opportunities for personal |
growth, (Example: nutrition workers receive training to up grade
communicétion and observational skills.)

Different types of training could be organized to meet a
variety of needs: workshops, formal courses, volunteer conferences,
a craft’s day, physical fittness conference, advisory committee

training: speakers bureaus, etc.

In the development of training experiences, wvolunteers them-
selves can serve as trainers along with staff as well as planning
courses. Comunity agencies can also be training resources. At
present the Volunteer Action Council, United Way, gives -leeader-
ship training and board members' training on a city-wide basis.

Although many of these training experiences can be developed
locally and sha;ed with other projects, served project directors
felt this was a need which could he met best throuch a central

office.

Recommendation: A central coordinatinc office have the respon-

sibility to organize and provide training experiences for staff

and volunteers through utilization of cormunity resources or - = v

-]

through the development of training units available to projects 35"

upon request.

e
'y ff

H. Yhere other aspects of a Volunteer Program are designed to
stimulate growth, the following are to maintain what growth hais
taken place.



1. Pecognition

Recoqgnition of volunteers can be achieved in many dif-
ferent forms of activity. This was dermonstrated through the
various means of recqgnition which all the centers emploved.

Some form of recognition is an essential part of a Program for
Volunteers. Althouch volunteers do not expect to receive
reimuneration for their services, it is very important to be

aware of other tynes of “reward"” the volunteer may anticipate.
Because the motivations of people vary to such a great deqree} a
formal- plan for recoonition is often looked upon as unimportant.-
However, a formal plan serves several purposes: (1) It establishes
a definite procedure and practice for recoqnition (2) It gives in-
creased status to volunteer activities (3) it enhances the identity
of the volunteer and (4) it is a public relations means of re~
ceiving attention from the wider community.

Recommendation: A city-wide program for recognition of volunteer

work should be established as a first step in developing increased
volunteer activity in all the centers. Although the program would
by no means replace many of the activities now conducted at the '
various centers, it would ensure that “recognition"” would have a
definite place in each center's developing Volunteer Program. It
would definitely assist each center by having uniform materials for
recognition available. (i.e. pins, certificates, programs, tokens,
etc.) It would also have significance to the wider community
through identifiable standardized tokens. ‘

2. Evaluation, Retention, and Suvport Systems

Each aspect is related in that they contribute to the
continuing performance and assistance from'volﬁn;eers; Evaluation
of volunteer work often provides an opportunit?'for communication
between staff and volunteer.




On doing this the volunteer as well as staff gain in-
formation on how to make the work rmore meaningful, or to show

nutual appreciation.

Through evaluation conferences, insight can be gained
about the needs of the volunteer to encourage him or her for con-
tinued services. Because volunteers do not receive renumeration
for their work, other incentives must be identified and built into

any Volunteer Program and provisions made for continued support.

Recommendation: Staff from Project Centers should receive training
in personnel skills to implement evaluation conferences, to plan

activities which increase retention and decrease volunteer employee
turnover, and to identify and use techniques and resources available

to give support in the employment of volunteer.

I. Participants as Community Volunteers

When people can offer assistance to others or feel they have

‘are valued for that contribution, they can regard themselves as

competent individuals. This is an important experience for people
of all ages, but especially important to an older person who must

retain his or her itegrity in an environment which limits opportu-

nity for péersonal contributions. Therefore opportunities to vol-
unteer in the center are very important. MNuch of this report has
been directed towards the enhancement of these opportunities, for
center participants as well as community volunteers. 1In addition,
volunteer contributions need not be limited to the Centefs, but can
be extended to the community; or community volunteer opporttnities
can be brought to the centers. This service can offer many bene-
fits for older person to continue to be an integral and active
part of his community.

Recommendation: A central office should serve as a resource +oO
center to develop and identify are as in the community where the
older citizen is able to volunteer. The central office should be

more able to have a comprehensive knowledge of community volunteer
opportunities than individual project centers, and share this in-
formation with project centers wishing to use this service,



J. Questions for Staff

A central office for Volunteer Develobpment and a director of
volunteers were given repeated support by the project centers.
There centers had well developed programs for volunteers, the staff
placed value on the increased services they might realize in ex-
panding their program. Where project centers had limited volunteer
opportunities, the staff were highly interested and specific about
ways a central office could support and help them develop a
volunteer program.

Recommendation: All previously stated recommendations in this re-

port are directed toward the employment of a centrally based
Director of Volunteers and Voluntary Resources who could organize
the activities of a Central Coordinating Office to provide ser-
vices for volunteer involvement and to meet the needs of project

centers in developing volunteer nrograms.

These recommendations identify the duties and res-
ponsibilities this position should uncompass. A person enployed
for this position should have competencies to implement the re-
commendations.

Recommendation: It is important to build into the organizational
structure support for this office. Although there may be modifi-
cation to this recommendation with the establishment and develop-

ment of the scone of this office, there should be a city-wide
Committee on Volunteers with representation on the governing Board
of Directors. This can be initially achieved through a Task Force
for development of Volunteer resources appointed by the Board.

The Task Force in its charge canrdefermine the constituency of the
Volunteer Committee, and its relationship to the Board.




A STMMARY

A survey questionnaire was developed to obtain complete in-
formation from each Senior Center on the involvement of vol-
unteers in the total aging-support-system.

1. It was found that every Center involved volunteers, but
only a few had developed organized volunteer programs to
implement the extensive use of volunteers.

2. Few Centers had identified areas vhere volunteers could
contribute their services. The greatest number of volun-
teers in Centers are participants helping in the
nutrition program and giving limited assistance in pro-
gram areas. As a result, many program offerings were

. seriously limited from lack of leadership.

3. In Centers where the staff understood the possibilities
of volunteer service, the services were more extensive
especially in social and recreation programs. In
Centers where a staff person was given the specific
assignment of working with volunteers, the variety of
service and the numbers of volunteers were significantly
increased. In addition to this greater volunteer de-
velopment and use, attention was alsc given to devel-
cping volunteer opportunities for the participants where
they could become citizen participants within the
community {(in addition to their 1dent1f1cat10n w1th
their Centers).

4, Volunteer involvement ranged from “everybody-pitching-
in® or "helping-when~they-vere-asked” to' two Centers
where a volunteer program included volunteer job des-
criptions for recruitment, records of volunteer con-
tributions, a limited resource file, specific re-
cognition program, plans for supervision and evaluation,
limited training for volunteer jobs, and involvement of
community volunteers as well as in-house volunteers.



Although only a small number of volunteers are involwved
in homebound programs, this is the one area where city-
wide training was given to volunteers. Throughout the
Centers there was constant rec0gnition‘that volunteer
training was needed to improve and expand volunteer
services,

Recognition and recruitment of volunteers at most Centers
were done on a sporadic basis, a few Centers related
their recognition programs with Community Volunteer
Agencies. When this was done, the Centers were aware

of the significance of this system of recognition and
expressed a need for more uniform recognition throughout.

When the project directors and staff were asked what their
needs were in developing increased volunteer services

for their Centers and with the part1c1pants, they
identified many needs which a centralized office and
director of vVolunteer Resources would be able to
facilitate. The needs they expressed included:

a. Staff training in the involvement of volunteers.

b. An organized central program to implement and
give leadership to organized programs at the
project level. _

c. Developmént of training for volunteer jobs.

d. Development of a communitywide skill bank of
volunteer resources with individuals and cor-
porate volunteers (business, church groups, clubs).

e. Development of publicity and literature for re-
cruitment of volunteers.

f. Establishment of a uniform and identifiable re-
cognition program for volunteers involved in the
aginag~support system of the community comparable
to Red Cross, Scouting, hospital volunteers, etc.




‘9. Establishment of a regional or central body for
referral, inter-project-communication, public re-
lations on a communitywide basis, and identifi-
cation or creation of community resources.

h, Development of a bodv (or committee) to become a
vehicle which can be responsive to the needs of
Senior Centers for influencing the development of
volunteer activities for and with the older
citizen.

i. A Central office to coordinate the potential man-
power resource for services through college-re-
lated field experiences, internships and ex-

periential education.

In summary, the survey findings establish the need for a
Volunteer Resource Director, if the involvement of volunteers is
to be expanded. Project Centers at present benefit from the in-
volvement of volunteers and recognize how curtailed the nutrition
services would be without volunteer assistance. To a limited ex-
tent this is recognized in the social-recreation activities and in-
home programs. It is likewise recognized by many project directors
how these services can be extended substanitally through trained
or skilled volunteers. The potential at present is great for de-
veloping a "Volunteers in Aging Services® movement. The needs for
development are evident, and data show that steps are necessary for
employment of professional personnel with skills to meet these

needs,



Appencix 12
: VOLUNTEER SURVZY

Dr. Zthel :i. Adais

General Information

1. Do you have volunteers working in your center? Yes 210

2. Do you have a staff person who has time assigned for working
Y p

with volunteers? Yes _ tlo .
ane: Anproximate Time
Other Assigninents -

3. At the center; we have
a. ilany volunteers on a day-to day hasis
‘b, Have a few recgular ones
c. Use volunteers rarely
d. Use only an occasional person with
special skills
e, lave no way to use volunteers
4. What kinds of activitiss have volunteers been involved in -
a. Service activities anber _ Yes Ho

mxaapless

b. 2dministrative Activities-: MNumber Yes HO

Examples:

c. Special skills Number Yes No
Exanples:

d. Recreational-Social Jumber Yes ito

Examples:
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e. As speakers. to community

groups Number __ Yes do
Exanples:
f. EBducational Number Yes o

Bxamples:

g. Supplement to Staff o Humber Yes __ Wo
Examples: '

h. Qutreach: Munber Yes Ho
2xamples;

Approximately how many volunteers Jdo you involve taroughout
the day? . Humber ___ Yes __ do
Do you fe=l you need more volunteers in your program?

a. Already have enough

b. Could use more for food services

c; For Recreation/Social activities

d. On Planning-policy Committees

e. For special skills

Examples:

f. Assist with interviews
g. Help with Counseling

h.. Clerical skills
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)
.

10.

i. Telephone
j. Friendly visitors
k. Transportation

l. Other

What other services do you think you could offer if you had

volunteers to help?

Records of volunteers and their work
a. Mo records

b. Xeep file of names and addresses

" ©. Each staff person has a file and

keeps a list
d. Xeep records of hours and work
¢. Records for Student Internships,
field experiences
£. DReccrds for special projects
Do you have a resocurce file of volunteers? Yes o

Have you usad any of the services offered from

the Volunteer Action Council, United Way? Yes o

———

Exanple:

IT¥. Recruitment

1.

DO you recruit voluntesrs from:

f. Other Yes ilo

a. Sponsoring Agency Yes = HO _ .
b. Participants at Center Yes _ Wo __
c. RSVP Yes _ = Wo ___
4. Churches Yes __ = Wo __
e. Community agencies Yes =~ o __

i
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In your city area, where do you think the majox source of

volunteers are? Very good Fairly good Limited
a. Churches '
Remarks:
b. Clubs Very good Fairly goed Limited
¢c. BService clubs -~
Kiwanis, Rotary, etc.
Remarks:
d. Indastry Very good Fairly good Linited
Remarks:
e. Business Verz good Fairly good Limited
Remarks:
f. Community Agencies Very good Fairly good Limited
Renarks:
g. Others: Very good Fairly good Limited

Mame ¢
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3. Do

" be

d.

4, 1In

you think a Central Referral Center for volunteers would

useful for recruitment and placement of volunteers?

Somatimes Yes Ho
Already do this at local center

Done by sponsoring body

Center City Office would be best and central reference

Jould be most useful

Mo value at present

e e — s

recruiting volunteers, do you think priorities should be

set for: (Check your top priorities)

d.

bt

i.

Service volunteers

Administrative voluntecors
Recreation/socialization aides
Instructional and educational aides
Volunteers for special services

Give example:

All categories
No nriorities; receive what people are available
Services for homehound

Other

III. Publicity

l. Do you have printed publicity for recruitment of

volunteers? Yes ilo

2. How and where is this material distributed?
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III. Pullicii

3. Do

v (Contfq)

ot N

you think more publicity would help you recruit more

voluntezrs fronm outside {he Conter? Yes o

4., The pihlicity shouli come from Tood Linited
a. 2CA central office L R
o deigalorhood newsnancrs o _
c. Sponsecring agency puablicity e
d. GSpeakers froa tie project o .
€. Project nausletter e e
£, Cityvide nevsletter L
g. Local Lusiness or tradce Jours _
2. TV, and Radio o
i. Other - -
5. o you nave a regular newsletter wlere news aLout voluntecrs,

nead for volunteers, and recoonicion oif volunteers is

givea rajgualarly _ often ___ once in awhile _

IV. ;rllnlﬁﬁ

s

1. Voluntesr: at this Center Receiva Praining in the following

ways: Yes  Sometime3s Mo
a, Initial Interview - orientation
b. From sponsoring agency _
c. From experience wiaile giving
services . B
¢. Jo not nacd training .
e. Opecial training for jol, which .
nas wecn arranged throudgh cen-
tral PCL Qifice
£f. Frowm a voluntecr who can train

rarely
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iIV. Traiping (Cont'd) Yes Sometimes No

g. From staif conferences

h. Through staff supervisor

i. Training workslhops

j. Through committee meetings

Other:

V. Job Descriptions:

1. The project center has identified spvecific jobs and recruits
for these jobs. usually sometines ___rarely _ .
2. TUhen volunteers are available
a. They are placed wherever they are needed
usually sometimes . rarely .
b. There is an eifort made to match a job with the skills
of the volunteer = usually __ _ sometimes __ rarely .
c. The project staff has a written forim or description
which they can give to the volunteer when he/sne asks
about volunteer opportunities
usually __ sometimes . rarely —
d. The project has contracts for volunteers whilé°£hey are
working there usually __ sometimes __ rarely .
e. The staff makes jobs available, otherwise they Jdo not
describe or identify possible jobs. |
usually  sowetimes ____ rarely .
f. There is no written job descriotion, but staff verbally
tells volunteer what the job includes

usually ° sometimes  rarely .
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VI. Recognition
1. Volunteers in the project are given recognition througn
a. Staff recognition of their work verkal written

b. Sponsoring agency includes them in their recognition

programs YES 110

c. A regular event giving recognition ( )

] Cxanple

d. Special identification through pins, badge, uniform,
etc. Example:

e. iews media, T.V. or radio YES NO

f. Project Hewsletter YES NO

g. Other: Lxample:

VII., Evaluation:

l. To follow through or evaluate, the staff has a specific time
when‘they have a‘"staff conference” with a voluntesr, or
éevefal volunteers. Often ___ sometimes____ rarely .

NIII. Retention

1. that do you do to implement the retention of volunteers in
your Center:

é. Regular planned recognition of their services.
often s Sometimes __ , Rarely .

b. Items aboﬁt volunteers in your llewsletter:
Often ‘ Sometimes ____ , Rarely .

c. Contacts by telephone: Often__ Sometimes___ Rarely _ .

d. ©Staff contacts Often__FSQmetimes__;_Rarely___’.

e. Volunteer is assigned job of contacting other volun-

teers regularly and make inguiries when they fail to

show. Often Sometinaes Rarely .

f. Nothing _ Often Sometimes Rarely .
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VIII. Retention (Continued)

G.
h.

j.

New. assignments- Often ___Someﬁimes ___Rarely .
Promotion to higher status activity:

Often ___ Sometimes __ Rarely _ .
Plan opportunities for volunteers to meet togsther - to
identify with each other Often __ Sometimes ___ Rarely ___ .

Other: © . Example: .

IX. Support

1.

What kinds of support do you feel a volunteer program will

need to improve its operation?

a. A special staff person assigned to work with volun-
teers and a definite amount of assigned time.

b. Training for staff for special skills in working
with volunteers.

c. Additional enabling funds in local budget.

d. An office or place which volunteers can use as
their central location to have meetings; or hold
supplies.or equipment, or where they can soclalize
with other volunteers.

e. Involvement of total staff in developing volﬁnteer
opportunities and working with voluntcers.

f. Joint volunteer and professional staff mée%ings,
when appropriate.

g. Special organization (or club) of_project volun-~
teers for their socialization together (or identi-
fication with each other. |

h. Special events or occasions planned for them or

by them.
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IX. Support (Cont'd)
i. Opportunities plamned for staff and volunteers to develop

1.

cawmnications with each other:

1. Regular conferences

2. Friendship

3. Vorking together on committees

4. Co-workers on projects or events
5. Co-planners for projects or events.
6. Co-workers or development of policy

7. Co-workers in setting goals or objectives

2. nhat support do you give your volunteers -~

a.

-

Recruitnent practices wihich make them feel “sought ocut” and

special: Yes Sametimes o

Training through many approaches{classes,

workshops, conferences, participation,

delegates, etc. Yes __ Sometimes
Recognition - awarés | Yes __ Sometimes
Meals Yes  Sanetimes
Transportaticn Yes __ Sometimes

Enabling funds

Staff'attention

X. Participants as Community Volunteers

1. Do the participants in your Center:

Do volunteer work in other Centers?

Example:

Do volunteer work for Community
Agencies which is brought to the
Center?

Example:

Yes o

Ho

Ho

o

Yes Sometimes No

o

Yes Sometines No .
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X. Participants a3 Community Volunteers (Cont'd)

Yes Mo
¢. Do volunteer work in other

community agencies?

Txample:
2. Are you #ble to encourage community agencies to plan
volunteer opnortunities for the older aldult?

Yes dJo  Sometimes

3. ILre you aware of volunteer opportunities within the
conwaunity which are available to center participants?

XI. Questions for Staff Yes ~  Ho ____ Dometimes

1. hat organizational structure do you think would be most

helpful in developing a broader volunteer program for your

project center:

a. XA local committee on volunteers which meets regularly

b. A recional committee wita staff and voluntedr represen=
tation.

c. A centralcity committee with representatives from =sach
center, meefing regualarly.

d. A central city committee on volunteers with represen-
tation on the PCA Board.

e. Other:

flow do you think a Director of Volunteers at PCA can help

your Center:




APPENDIX I

VOLUNTEER SURVEY

Dr. Fthel ™. Adams

General Information

1. Do you have volunteers working in your center? Yes No
2. Do you have a staff person who has time assicned for
working with volunteers? Yes Ho .

MHame: Approximate Time

Other Assignments

3. At the center, we have
a. Many volunteers on a day-to-day basis
b. Have a few regular ones
c. Use volunteers rarely
d. Use only an occasional person with
special skills

e. llave no way to use volunteers

4. What kinds of activities have volunteers been involved in -

a. Service activities Humber Yes " o
Examples:

b. Administrative Activities;Number Yes No
Examples:

c. Special skills Humber  Yes = Neo_
Examples:

d. Recreational-Social Humber  Yes lNo

Examples:
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e. £A3 speakers: to community

groups Humber Yes o
Examples:

f. IDIducational ITumber Yes Ho
Examples:

g. Supplement to Staff Humber Yeas o
Examples:

h. Outreach Number Yes No

Exanples:
5. Approximately how many volunteers do you involve throuchout

the day? Humber Yes Mo

6. Do you feel you need more volunteers in vour nrogram?
a. Already have enough .
b. Could use more for food services.
¢. Tor Recreation/Social activities
d. On Planning-policy Committees
e. For special skills
Examples:
f. Assist with interviews

g. lielp with Counseling

h. Clerical skills
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i. Telephone

j. Friendly visitors

k. Transportation

l. Other

7. Yhat other services do you think you could offer if you had

volunteers to help?

3. Records of volunteers and their work

a. ilo records

b. Keep file of names and addresses _
¢. Lach staff person has a file and

keeps a list

d. Keep reccrds of hours and work

e. Records for Student Internships,
field experiences

f. Records for special projects

9. Do you have a resource file of volunteers? Yes Mo

10. Have you used any of the services offered from

the Volunteer Action Council, United ¥lay? Yas

Exanple:

II. Recruitment

1. Do you recruit volunteers from:

a. §Sponscring Agency Yes No
b. Participants at Center Yes No
c¢. RSVP Yes o

d. Churches Yes ¥o
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£.

Community agencies

Other

Ho

Yes

Ho

In your city area, where do you think the major source of

volunteers are?

a.

Churches
Remarks

Clubs

Service clubs

RKiwanis, Rotary, etc.

Remarks:

Industry

Remarks:

Business

Remarls:

Community Agencies

Remarks:
Others:

Mame:

Very good Fairly aood Linited

Very good Fairly good Limited
Very good Fairly good Limited
Very good Fairly good Limited
Very good Fairly good Limited
Very good TFairly good Limited
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i. Telephone

j. Friendly visitors

k. Transportation

1. Other

7. UWhat other services do you think you could offer if you had

volunteers to help?

3. Records of volunteers and their work

a. #o records

b. Keep file of names and addresses
¢. Each staff person has a file and

keeps a list

d. EKeep records of hours and work

e. Records for Student Internships,
field experiences

£. Records for special projects

- 9. Do you have a resource file of volunteers? Yes Ho

10. Have you used any of the services offered from

-

the Volunteer Action Council, United Vay? Yes

Exanple:

II. Recruitment

1. Do you recruit volunteers from:

a. Sponscring Agency Yes Mo
b. Particinants at Center Yes No
C. RSVP Yes Ho

d. Churches Yes Ho
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e.

£.

Community agencies

Other

i

Yes

o

Yes

Ho

In your city area, where do you think the major source of

volunteers are?

a.

Churches
Remarks:

Clubs

Service clubs
Kiwanis, Rotary, etc.
Reomarks:

Industry

Remarks:

Business

Remarks:

Community Agencies

Remarks:
Others:

Hame

Very good Fairly good Linited
Very goed Fairly good Limited
Very good Fairly good Limited
Very good Fairly good Limited
Very good Fairly good Linmited
Very good Tairly good Limited
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3. Do you think a Central Referral Center for volunteers would ha:
useful for recruitment and placement of volunteers?

a. Already do this at local center Sometimes Yes Ho

b. Done by sponsoring hody

¢. Center City Office would be best and central reference

would be most useful

d. Wo value at »resent

4. In recruiting volunteers, do yéu think priorities should be
set for: (Check your top priorities}
é. Service volunteers
b. Administrative volunteers
€. Recreation/socialization aides

¢. Instructional and educational aides

e, Volunteers for special services

Give example:s

£f. All categories
g. No priorities; receive what people are available
h. Services for homebound

i. Other

ITI. Publicity

1. Do you have printed publicity for recruitment of volunteers?

Yes No

2. How and where is this material distributed?
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IT. Puplicity {Cont'd)

3. Do yvou think more publicity would help you recruit more

~volunteers fron outside the Center? VYes Ho

4. The publicity should come from Good Limited
a. PCA central office
b. ileighborhood newspapers
Cc. Sponsoring agency publicity
d. Speakers from the project
e. Project newsletter
f. Citywide newsletter
g. Local business cr trade Journals

h. T.V. and madio

i. Other

5. Do you have a recular newsletiter where news about volunteers,
need for volunteers, and recognition of volunteers is aiven:

reqgqularly often once in a while rarely

Iv. Training

1. Volunteers at this Center Receive Training in the following

ways: Yes Sometires flo

a. Initial Interview -
" orientation
b. Trom sponsoring agency

c. From experience while
giving services
d. Do not need training

e. Special training for
job which has bheen
arranged through cen-
tral PCA Office

£f. From a volunteer who
can train
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IV. Training (Cont'd) Yes Sometimes Ho

g. From staff conferences

h. Through staff supervisor

i. Training workshops

j. Through committee meetings

Other:
v. Job Déscriptions:
1. The project center has identified specific jobs and recruits
for these jobs,. usually  sometimes  rarely .
2. Waen volunteers are available
a. They are placed wherever they are neecded
usually  sometimes  rarely
b. There is an effort made to match a job with the skills
of the volunteer wusually  sometimes  rarely
¢c. The project staff has a written form or description
which they can give to the volunteer when he/she asks
about volunteer opportunities
usually  sometimes  rarely .
d. The project has contracts for volunteers while they are
working there usually  sometimes  rarely .
e. The staff makes jobs available, otherwise they do not
describe or identify possible jobs.
usually  sometimes  rarelv .
£. There is no written job descrintion, but staff verbally
tells volunteer what the job includes

usually sometimes____ rarely .
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VI. Recoqgnition

l. Volunteers in the vroject are given recognition through
a. BStaff recognition of their work verbal  written

b. Sponsoring agency includes them in their recognition

programs YES e}

¢. A regular event giving recogniticn( )

Cxample

d. Special identification through »nins, badge, uniform, etc.
Exarple: _

e. Hews media, T.V. or radio YIS no

f. Project Mewsletter YES HO

. Other: Example:

VII. Fvaluation:
1. To follow throuch or evaluate, the staff has a specific time
when they have a "staff conference® with a volunteer, or
several volunteers. Often__ sometimes _ rarely .
IITX. Retention
1. W%What do you do to implement the retention of volunteers in
your Center:
a. Regular planned recognition of their services.
Often__ , Sometimes__ , Rarely .
b. Items about volunteers in your Hewsletter:
Often __, Sometimes___, Rarely .
C. Contracts by telephone: Often__ Sometimes  Rarely .
d. Etaff contacts Often___Sometimes  Rarely .
e. Volunteer is assigned job of contacting other volun-
teers reqularly and make inguiries when they fail to
show: Often__ Sometimes__ Rarely .

£f. Hothing Often  Sometimes Rarely .
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JIII. Retention (Cont'd)
9. HNew assignments: 0ftenﬂ__Sometimesﬂ_ﬂRafely“m_.
h. Promotion to higher status activity:
Often_ _ Sometimes _ Rarely .
i. Plan opportunities for volunteers to meet tcgether - to
identify with each other Often _ Cometimes __ Rarely .

j. Other: Lxamnple

IX. Support’

1. ihat kinds of support do you feel a volunteer program will
need to improve its operation?

a. A special staff person assigned to work with volun-
teers and a definite amount of assigned time.

b. Training for staff for smecial skills in working
with volunteers.

c. Additional enabling funds in local hudget.

d. An office or place vhich volunteers can use as
their central location to have meetings, or hold
supplies or equipment, or where they can socialize
with other volunteers.

e. Involvement of total staff in developing volunteer
opwortunities and working with volunteers.

f£. Joint volunteer and professional staff meetings,
when appropriate.

g. Special organization (or club) of project volunteers
for thelr socialization together (or identification)
with each other.

h. Special events or occasions planned for them or by

them.
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IX. CSuppert (Cont'd)

___i. Opportunities »lanned for staff and volunteers to develon
cormunications with each other:
1. Reqular conferences
2. Friendship
3. UVorking together on committees
4. Co-workers on projects or events

5. Co-planners for projects or events.

5. Co-workers or development of policy

7. Co-workers in setting goals or objectives
2. 'hat support do you give your volunteers -
a. Recruitment practices which make them feel "soucht out®

and special: Yes _ Sometimes o .

b. Training through many approaches (classes, workshops,

conferences, participation., delegates, etc.

Yes___ Sometimes o .
c. Recocnition - awards Yes ~ Gometimes No .
d. HMeals Yes __ Sometimns No .
e. Transportaticn Yes  Sometimes Ho, .
f. Enabling funds Yes __ Sonmetimes No .
g. Staff attention Yes Sometines o .

X¥. Participants as Community Volunteers

l. Do the participants in your Center: Yes l!lo

a. Do volunteer work in other Centers?

| Example:

b. Do volunteer work for Community

Exanmple:

l Agencies which is brought to the Center?
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X. . Participants as Community Volunteers (Cont'd)

X1,

¢. Do volunteer work in other Yes Ho

P

community agencies?

Example:

Are you able to encourage cormunity agencies to plan
volunteer opportunities for the older adult?
Yes  No__ Sometimes

Are you aware of volunteer opportunities within the

community which are available to center participants?

Questions for Staff Yes o Sonetimes

1.

2.

What organizational structure do you think would be most

helpful in developing a broader volunteer program for your

project center:

a. A local committee on volunteers which meets regularly

b. A regional cormittee with staff and volunteer represen-
tation.

c. A central city cormittee yith representatives from each
center, meeting recularly.

G. A central city committee on volunteers with represen-
tation on the PCA Board.

e. Other:

How do you think a Director of Volunteers at PCA can help

your Center:




