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SPECIAL GUIDELINES
FOR SUPERVISING COMMUNITY SERVICE ALTERNATIVE'S CLIENTS

1% Community Service Alternatives Clients (CSA) are
referred by the courts to perform a specified number
of hours of community service in lieu of fine or jail.
Treat C.S.A. clients as you do other volunteers. If
possible, only one or two members of your staff such as
the Executive Director and supervisor or volunteer coordin-
ator and supervisor - should know that these individuals are
working by court order. Confidentiality in this matter is
critical. The majority of the CSA clients are referred

- for minor traffic violations and driving under the influence

(DUI). On drugs, assualt, burglary, and other serious
offenses the Agency Director or Volunteer Coordinator will
be advised of these charges before placement is made.

2 It is vital that the work schedule you set up with
the CSA client is one that is workable for both

parties. Once a schedule is established, be firm in

expecting the community service worker to adhere to it.

3 Let the Volunteer Bureau interviewer know of any
problems that arise regarding your CSA volunteer's
work if the problem is one that cannot be resolved to
your mutual satisfaction with the worker. If the place-
ment is still not working out for any reason, please

notify the Interviewer and other arrangements will be made
for that client.

4. There is a dual record-keeping system needed for the
CSA volunteers. It consists of a "Volunteer Timesheet"
and an "Agency Timesheet."

A. Volunteer Timesheet =
The CSA Volunteer has a timesheet which is to be
signed by the supervisor each time he/she works,
but which the volunteer keeps. The volunteer is
responsible for returning the timesheet to our
office on or before the date assigned for complet-
ing the work. Please do not assign the volunteer
any work until you have made sure that the
volunteer has been interviewed by our staff and
has given you the Agency Timesheet. If the
volunteer does not have a timesheet, he/she may
not have been referred by the Volunteer Bureau.
You should call the Bureau to verify the referral,
in such a case.
AGAIN,
The Volunteer's timesheet is the responsibility
of the worker. He/she is instructed to give his/
her timesheet to the supervisor at the end of
each work day, to have the hours entered and
signed. Upon completion of the hours on or
before the due date, the client is to return
timesheet to the Volunteer Bureau.
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B. Agency Timesheet -
The volunteer will bring an "Agency Timesheet"
for your use. Please keep your own record of
the volunteer's hours on file. This duplicate
record is invaluable to the Bureau when a vol-
unteer loses his/her timesheet, when the inter-
viewer needs a progress report, or when the
volunteer's records need to be verified.

It is very important that the timesheets are
accurately maintained by your staff. We suggest
that the forms be kept in a central/accessible
location so that the number of hours completed
by the CSA volunteer can be reported to the
Volunteer Bureau interviewer upon regquest.

If we fail to ascertain hours on a client by a
certain date, for example, it might mean that

a warrant for his/her arrest could be issued.
We do not want this to happen to clients who
have done their work. Please keep your time-
sheet on file for at least six months after

the completion date. After six months, you may
want to use these timesheets to document inkind
services donated to your agency.

5. If possible, telephone the Volunteer Bureau on the -

completion date to report hours worked and quality
of performance. Interim reports on long-term assignments
would also be much appreciated.

We appreciate your participation in this constructive
alternative to the criminal justice system. Some of our
Community Service Alternatives Clients find their court
assignment rewarding and helpful and want to continue on
as volunteers after their court assignment is completed.
Therefore, do consider these clients as potential volunteers
whenever possible.
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Name of

Agency

The undersigned representatives have read and
accept the provisions of the Memorandum of Agreement
between the Volunteer Bureau of Alameda County and
"User" Agency.

"USER" AGENCY NAME:

ADDRESS:

TELEPHONE:

Representated by:

(your signature, please)
Title of Representative:

Date of Agreement:

AGENCY NAMﬁ: Volunteer Bureau of Alameda County

Representated by:

Title of Representative:

Date of Agreement:

Telephone:

Address

Phone

Agency's function

Volunteer coordinator

Days open Hours open

Kinds of work needed

Remarks
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NATIONAL RESOURCES

California League of Alternative Service Programs (CLASP), 523 Fourth
Street, #207, San Rafael, CA 94901. (415)459-2234. A coalition
of community service sentence programs; also serves as a national
clearinghouse, providing information, technical assistance and
training. Involved in the development of the National Community
Service Sentencing Association.

4
y
National Institute for Sentencing Alternatives, Florence Heller Graduate
School, Brandeis University, Waltham, MA 02254. (617) 893-4014. .
An educational center concentrating on the issues of sentencing Lj
|

and prison/jail overcrowding. Offers information, training and
technical assistance for corrections and justice officials.

RESTTA: Restitution Education, Specialized Training & Technical Assistance
Program, Juvenile Justice Clearinghouse/NCJRS, Box 600, Rockville,
MD 20850. (800) 638-8736. Designed to promote the use of resti-
tution in juvenile courts throughout the U.S:; helps communities
start or improve juvenile restitution programs.
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