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FOREWORD

The Volunteer World is full of excitement these days. It is clear that there are more people
available who want to work to improve the quality of life for themselves and for all of us—more
people available than ever before. These include young people, middle people, and older
people—women and men—experienced volunteers, and new volunteers—people who are well,
and people who suffer from disabilities—professional people who want to give of themselves,
their ideas, their ideals and resources in a volunteer capacity, and people who have some
non-work time available—people planning their retirement, as well as people who are already
retired—people from all lifestyles, social and economic backgrounds—people from all religious,
racial and ethnic groupings.

The fact that there are far more people available than ever before to do the citizen work of the
community is a challenge to all groups, organizations, institutions, and agencies who give
opportunities to volunteers to help extend their service to people. The challenge means that we
must find new, exciting, viable ways to connect with potential volunteers, and to offer
opportunities that will attract and excite them. .

This is a challenge to which VOLUNTEERS: HOW TO FIND THEM, HOW TO KEEP THEM!
addresses itself. This handbook is a springboard for exciting and new ways to involve people in
the Volunteer World. It offers many ideas that will help link human services with human
servicers. It is indeed the challenge and opportunity of these times to improve our ability to
extend and humanize human services through offering opportunities to persons in our society to
volunteer to help deliver these services to a large variety of consumers. The service, the
consumer, and the volunteer gain from working together as a human service team. The
volunteer has an opportunity to grow, to learn, to meet new people, to possibly prepare for a
paid job, a chance to create, a chance to have fun; the institution or agency gains another person
to help extend its services, a public relater, a linker into the community. So, the recruitment of
volunteers is a win-win proposition for all involved.

Dr. Eva Schindler-Rainman
November 1976
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WHY THE HANDBOOK WAS WRITTEN (or, How we see the book and its
relationship to you)

There is, of course, a fair amount of information alrcady availuble on the various
aspects of the recruitment of volunteers. Despite the presence of this information,
however, there continue to be difficulties. It scems that mest of the difficulties stem
from the fact that the information either deals in very general terms or in specific
terms about places other than our own. It is the application of the information to our
own specific situation (of which no two are alike) that becomes a problem. The
solution to this problem is hoped to come from two sources: you, who we sec as a
creative foree, and this handbook, which we sce as a stimulant. You, of course, are
the link between the information and your situation. You know your situation well
and are able to absorb the information. The handbook, then, is scen as a catalyst
that will enable you to connect the information with your situation in new, creative
and concrete ways. This point cannot be overstressed. The handbook will not
provide all the answers nor does the information pretend to be exhaustive. It is very
important you understand that the purpose of this handbook is simply to provide
some basic ideas that will stimulate your thinking and thus help you arrive at your
own unique plans for action. It is impossible to write a handbook that will fit
everyone’s situation so do not close the handbook in frustration if you find
something that does not fit and that you disagree with. Search out those idcas that
do apply. If something doesn’t fit, ask yourself what doces fit and why.

So we prefer to think of this handbook as more of an action book than a resource
book. Tt is hoped it will stimulate your creativity now and thus connect the
information with your situation now. We would like to bring you, whoever you
might be, to a place where you have a concrete plan of action that you can begin to
implement tomorrow.

1 8. 8. 6.0.8. 6.8 8 1

how touse this workbook

To accomplish the above goal the handbook is written to be read and worked
through in a workshop format. This type of approach will provide the right climate
for creativity. The handbook, in many ways, is written to act as a resource person
needed for a workshop. Not only will it provide information but (as has been
mentioned) direction and stimulus for action as well. Tt is written, then, to enable
you to work through it completely on your own.

There are two ways you might actually work through the handbook in your
workshop.

1. You can go through the handbook and apply the ideas and corresponding
questions and excercises to your own situation (i.e., in your particular organization
or group). This will hopefully mean that when you are finished you will have some
concrete ideas and plans (or at least the groundwork for them) down in writing.

2. Your can go through the various sections and apply them to the situation
outlined in the case study found in Appendix 1. By applying the ideas found in the
handbook to a foreign situation you may, as a result, see your own situation in a
new light.




*

How, then, do we get started??? The following steps and suggestions will bring
you to the starter’s line:

First of all we need people. It might be mentioned that this handbook can be used
by one person working on it alone. You may find youself in a situation where this
appears nccessary or unavoidable. If so, please do not be deterred. Maximum
benefit, however, will be obtained if the handbook is done in a small group situation
(two or more people—preferably 4-8 to a group). I would be good to find, then, one
or several other people, either working within your organization or group or
interested in it (i.e., volunteers, board members, friends, administration staff—see
Task Group page), who would be willing to work through the handbook with you. It
would also be beneficial to do this in conjunction with other small groups. If,
therefore, you find that other organizations or groups are interested in working
through this handhook to solve problems they have in this area, by all means invite
them along. Everyone will benefit from the added source of ideas and help.
(Remember, this is a do-it-yourself handbook so it is up to you to contact and gather
together these other people).

Date, time, place:

Once you have found a number of interested people the next step is to set a date for
the workshop. The workshop will take a full day to complete so plan well in
advance. (Turn to Appendix A for a more precise time breakdown.) You will also
need a place. If possible it should be done in a room that is large enough for all to be
able to move about in easily. Once you have a date, time and place you are well on
your way.

Materials:

You will need lots of newsprint cut into pieces 3 ft.x 3 ft., good felt pens (more than
you think you need), your own pens and pencils (preferably pencils) and also, if
possible, one of these handbooks for each person.

4 Other suggestions:

Use round tables if possible to enhance communication. Also, it would be good to
have a coffee urn handy with cups etc. to be used at everyone’s leisure throughout
the workshop. Other refreshments may be provided and it would be good to have a
meal together.



CHECKLIST FOR PREPARATION

found a number of interested people

date

time

place

have acquired the materials

have arranged for refreshments and meals

have prepared the location

OO00OOoooa

have notified the interested people on all
of the above (date, time, place, meal site)

YOU'RE ALL SET!!!

*

We are now ready to start. Each part of the handbook will be approached in
much the same way.

1. Read over the Introduction section to yourselves and do a bit of thinking on the
topic at hand.

2. Work through the Participation section following the instructions there.

3. Read the Further Considerations section to yourselves or alternatively have it
read out loud by a number of people (perhaps one for each sub-topic).

4. Work through the Actual Planning section with others of your organization or
group (if possible).

For each section there is a fine estimate indicating how long you should spend on
it. The fine estimates are only suggestions—not hard and fast limits—so the time
you spend on each section may vary from them quite a bit. Hopefully, they will help
you keep the workshop moving smoothly.

Before you begin . . .

Dees everyone have a pencil! It will be well used by the time we have finished. As
you read through the handbook (especially the Introduction and Further
Considerations Section of each Part) underline all the things that strike you as being
important (you can also add arrows, question marks, exclamation marks—put your
pencil to work. Also, even though you may be working on the handbook as a small
group everyone should record the information and ideas you come up with for the

portions left blank for this purpose. Now, on to the Introduction of Part I! q










WHY I’'M NOT A VOLUNTEER
(a not-so-tongue-in-cheek confession of a former volunteer)

SOMEHOQW, I get the feeling that not to be a volunteer in someone’s
program today is to be uncivilized. But, like many of my fellow
sitter-outers, I have reasons for letting opportunity pass me by. You, the
program operator, the professional, have supplied me with them. Do
you really want to know why I am not a volunteer?

1. For a long time I never knew you wanted me. You communicated -
quite well, “T’d rather do it myself, mother’’. You are articulate in
expressing your needs in dollars and decimals. Your silence on service, |
figured, was your last word.

2. Once you did call for help, and I stepped forward. But you never told
me how to get started. I later thought that maybe what you actually said
was, “Why don’t we have lunch . . . sometime?”’

3. I persevered however, I reported for duty. You turned me over to a
department head and he, in turn, sent me down to the section chief. He
was out, and the secretary did not know what to do with so rare a species
as a volunteer, so she suggested that I get in touch next Tuesday. I
called, but my message got lost.

4. I might have overlooked the runaround. People cannot be blamed for
doing the best they can, and the worst and best are hard to distinguish in
the emptiness of a vacuum. For some reason, I thought you, as their
leader, would have given a bit of thought beforehand to what you would
do with me, a volunteer, or at least to let someone else know I was
coming and give them the worry of organizing the situation.

5. Come time for the spring mail-out, and I and my neighbour appeared
on the scene. We worked: for two days we licked stamps and envelope
flaps, until the steak at supper tasted like tongue. Then I learned from
the slip of a clerk that before our coming you had turned off the postage
machine. I really cannot blame; if you had not gone out of your way to
make work for us, what could a couple of volunteers have done for two
whole days?

6. I tried again, a number of times. But your really did not expect much
from me. You never trained me, nor insisted that my work be to a
standard. A particularly tough day was coming up for the crew, and I cut
out—it was a perfect day for golf. On my return, you said nothing about
my absence, except to ask about my score. I never learned if my truancy
made any difference.

7. In spite of all, I think I did make a contribution. But the only real
thanks I got was a letter from you—a form letter. I know how
“‘demanding’’ this letter was on you. My neighbour had typed the
master copy, | had copied it, and together we had forged your name,
stuffed the envelopes, sealed, stamped, and mailed them.

(Excerpt from “‘Parks and Recreation’’)

* So how do we go about preparing in such a way as to prevent these kinds of
frustrations and problems???
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111~ Further Considerations ......

What follows is a list of 10 items which we feel help provide a foundation for the
recruitment of volunteers and contribute towards ensuring the formation of an
enjoyable volunteer work environment. These, again, are not meant to be the only
important items nor are they absolutely necessary. Your particular situation may
render many of them inapplicable. You may also feel that others are more important
for your situation. These items, however, will help you to think further about the
preparatory stages needed in your situation and help you to think of ways you might
accommodate them.

1 Purpose

Someone has to have a vision for the involvement of volunteers in your
organization or group. In other words, someone must see a need for the
involvement of volunteers and form in their mind, and on paper, a general
description of this need. An understanding must be developed, then, as to why you
want volunteers in your organization or group and what your priorities are. For
example:

® to extend or expand your service
® to enrich the existing program
® to involve the community to gain supporl for your service
® to train potential employees
Without some foundational purpose the program lacks a solid base and direction.
The purpose you formulate should, of course, be open to evaluation and change.

2 Co-ordinator of Volunteers

With the great many different aspects and details involved in a volunteer
program it is a necessity to have someone act as a Co-ordinator of volunteers to
ensure that things run smoothly. The amount of work this job entails should not be
underestimated and should either be a full-time position or given to someone who
has a great deal of extra time (could be a knowledgeable volunteer). Their
responsibilities include (remember that most of these are best done in conjuction
with a committee or task group—see next item. Staff and board input are especially
important):

© planning the recruitment program
e determining where volunteers will be included in the organization or group
e writing job descriptions (contracts) for each volunteer position
® interviewing, selecting and placing volunteers ’
¢ planning and implementing orientation and training programs
® keeping up to date records of volunteer service
® ongoing publicity of the volunteer program
® follow up on volunteers (including job recommendations where applicable)
® evaluation of the volunteer program
® facilitating communication
® orientation of staff and identification of supervisors for volunteers
It is important to note that the primary function of the Co-ordinator of volunteers
is to co-ordinate. Much of the work can be delegated out to others but someone
must pull it all together.

12
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Task Group

It would be a great burden if the Co-ordinators of volunteers had to do all the
planning for the program on their own. S/he just will not have all the skills needed.
The establishment of a task group to help with the planning greatly helps to relieve
this burden. It not only is an excellent source of ideas and support but, also, is an
excellent way of involving repesentatives of the groups which the program might
affect. This involvement is a great aid in the development of a corporate
understanding of what the program is all about. For both reasons, then, it would be
good to include on your task group representatives (where applicable) of:

® administration, board, management, labour

® professionals, general workers

® present volunteers, past volunteers

® agency members of various levels of responsiblity

® other interested members of the community (perhaps
with needed special skills to offer)

As time goes on you may want to invite various other outside people in the

community to one or two meetings to provide. fresh perspectives and feedback on
what you are doing.

Objectives and Evaluation
While the purpose is a general statement of intent which remains fairly constant,
objectives have a beginning and an end. They are measurable, attainable in a
reasonable time, and feasible. They are those means or activities through which the
purpose is to be achieved. They will also help you evaluate your program after some
specified time by giving you an idea of what ‘‘success’’ might mean in your
situation. They may include items such as:
® number of volunteers to be recruited
¢ number of volunteer hours (per volunteer, per month, etc.)
® number and type of roles to be filled
® degree of completion of specific projects and tasks
® the extent of training
® the percentage of clients or services to be assisted
® the degree of development in each program area
® the degree of satisfaction of volunteers, staff,
administration, clients, etc.

A specific date should be set at this time for an initial evaluation meeting. Others
can follow at different intervals throughout your program. Be open to having your
program and your objectives evolve and change.

Finances

Appropriate funding must be delegated for all expenses incurred in the volunteer
program even if you are only using one volunteer. Such expenses may involve such
items as offering reimbursement for bus fare, babysitting, coffee and lunch for your
volunteers (see Appendix B), also office expenses, telephone, office equipment and
space for this new service and recognition costs. Funding may also have to be
delegated to various means of recruitment.



Volunteer Roles and Job Descriptions

Some time should be taken to consider the volunteer positions in detail. The
first step is to briefly outline what positions the volunteers can and will fill. These
should be evaluated to see that they meet the corresponding objectives. For every :
position or role that is to be filled you should be sure to develop a job description. ~<F uneRS P@g
This is a detailed definition of the volunteer’s duties and responsibilities. It outlines ol
what the organization or group can expect from the volunteer and what the WY
volunteer can expect from the organization or group. The composition of a job ’YM &0
description ensures that all aspects of the volunteer position have been carefully 66 ot
explored, planned and approved. Furthermore, it will prove useful for recruiting N Jowu \y(
and interviewing purposes in that it includes a clear description of the job ?b&e_p&\ﬁv .
requirements and the qualifications of the person who is to do it. It is also a P
foundation for training, supervising and evaluating the new volunteer. The job L'
description should include:

® Job title (important—lends dignity to a job)

* Time requirements (on the job, duration)

® Reimbursement requirements? (also meals?)

® Supervisor (Connector) .

® Purpose of the job and its relationship to the overall program (perhaps outline
the specific objective of the volunteer work—makes it more tangible and also
gives identity within the program)

® Duties and responsibilities (list duties involved and personal characteristics
expected, i.e., confidentiality)

® Basic requirements (list skills, mobility, training experience etc. needed for
performance of the job where applicable)

® Orientation procedure (how orientation will take place)

® Training (on the job training?)

Remember that the job description in many ways acts as the agreement or
““contract’’ between the volunteer and the organization or group. In that sense, it
protects the volunteer’s rights as well as gives the organization or group a basis for
approaching a volunteer who is not living up to his/her responsibilities. It is in the
interest of both, then, that the job description be explicit as possible. It is important ones
that it be open to change, however. You may want to develop your job description Ao % .
with your volunteer or reconstruct it with them at different intervals. So while g g
making your job description explicit be sure both you and your volunteer J

periodically evaluate its need for change. See Appendix C for a list of the rights and ) ‘ %77,
responsibilities of a volunteer. You may or may not want to include them in your job M .
descriptions. are o M

7 Job Supervisors o ' W
Volunteers should know who is responsible for the volunteers in your - .
organization or group. So, if possible, a job supervisor should be located for each .ﬁ,%ar ?

volunteer position (may be the same person for many or all). It should be made

.
clear to these people what is cxpected of the volunteer and what is expected of o‘g‘z et
him/her in return to support the volunteer. The supervisors should be committed, ’

willing, warm and accepting towards working with a volunteer and excited about ﬂ
the potentials involved. They will play a big part in the volunteer’s experience in * ¢

your organization or group.

.
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Acceptance of administration and staff (where applicable)

Full approval and acceptance of volunteers’ involvement in the program should
quickly be acquired from administration (including board where applicable).
Equally important is the consent and understanding of the staff since volunteers
will most closely be associating with them. (Also, if applicable, labour or union
understanding and acceptance is very important.) There are several ways to
accomplish this:

¢ involve both staff and administration in program planning development and
evaluation

® develop job descriptions with staff

® have a staff orientation meeting

® train volunteers and staff together where appropriate

® involve staff in volunteer training

® provide regular times for staff and volunteers to get together (i.e., meetings

or social events)

® involve staff in volunteer recognition

® recognize supportive staff

Record Keeping

A. Forms. Before moving into the area of actual recruitment, a registration form
and perhaps criteria for screening should be developed. They should be constructed
to obtain the necessary information needed for screening and placing a volunteer
(see Appendix D for an example of a Registration Form).

B. System. Also, a record keeping system should be established. Some things
you might want to include in individual volunteer files are:

® registration forms

® copy of job description for each position the volunteer has filled

® copies of evaluations of performance

® information on their training and workshops attended (also perhaps their
" contributions to training sessions—help in planning, etc.)

® emergency information (who to contact, etc.)

® number of volunteer hours worked (this may be best kept on a master sheet of

all volunteers—individual volunteer hours can be taken from it)

NOTE: The above can be put into an open filing system so that the volunteer
concerned can have access to his/her file.

l Interviewers
Think concretely about what interviewers you will need and find people to fill

those places (could be staff, volunteers and/or you). When people respond to your
recruitment program there should be a prepared interviewer ready to see them.

1 Other areas
(Remember there are sections on interviewing, orientation, training and
recognition later.)

add lines etc

Further Information — Program Planning (see BibliographyI)

15

it's ok
by us!



1V-ACTUAL PLANNING

With the input, then, of the introduction, your discussion and the written information, we are
now ready to do some concrete planning. It would be beneficial if we could break down into
small groups consisting of those from the same organization or group (if you are not already).
The answers to the following outline do not need to be “‘final”’ answers but should at least be
tentative answers.so at least some plan has been made that we can deviate from. Again, all
these items may not be applicable to your particular situation. Fill in only those that you think
are applicable, considering the discussion and reading before. Don’t worry about being
repetitive. :

A. Purpose of the Volunteer Program: formulate a short statement (i.e., three lines)

B. Co-ordinator of Volunteers: list possible candidates or person now filling that role

C. Task Group: list names of potential and/or actual task group members (should others
be added?)

D. Objectives and Evaluation: list six objectives of your program

Set tentative date for an evaluation meeting

E. Finances: estimate of funds available

F. Volunteer roles and job description: first list briefly how and where you are going to
involve your volunteers.

(65 minutes)
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1~INTRODUCTION

So far we have been dealing with the organizational preparation needed before
volunteers appear on the scene. This preparation, as we have said, is very
important. We must, however, before we actually recuit volunteers, think about
how we will interact with them once they do show up. Qur initial contact with
prospective volunteers involves three phases: interviewing, orientation and
training.

A. Interviewing

Why have an interview? Surely if someone is volunteering their services they
should be allowed to give their services freely without having to be
“‘cross-examined’’. Why, then, all this red tape? There are a number of reasons.
First of all it is the best way we can initially acquaint ourselves with the volunteer
and vice versa. It is not so much that we can find out what the volunteer is suited
for, though the interview will give us some idea along these lines, but that it
enables the volunteer to openly consider the differeat possibilities; to “‘count the
cost” after obtaining a better picture of what is involved. It offers a chance for the
volunteer to express likes, dislikes and interests. This kind of exchange puts

‘him/her more readily in a position to choose a job they would like to try.

Interviewing and other aspects of the selection and placement process are vital for
the volunteer’s future satisfaction at his/her work since the volunteer’s enjoyment
is largely dependent on the suitability of the job. There are, of course, some
volunteer jobs that almost anyone can do and therefore require no greatly detailed
screening process. The interview, in any case, is an excellent way to meet and
welcome a volunteer.

B. Orientation

When a volunteer begins a job for the first time s/he is coming into a strange
situation. They are not familiar with the place, the people, the procedures or the
purposes and policies of your organization or group. Orientation, then, involves an
introduction of the volunteer to each of these facets. The object is to welcome and
familiarize the volunteers with the new setting they find themselves in.

C. Training

It may be clear at the outset that not all volunteer jobs require training beyond
basic orientation. We must be careful not to assume this too quickly, however.
Training is beneficial in a number of ways. First of all many prospective volunteers
are hesitant about doing certain jobs because they are not sure that they have the
needed skills. Training, then, helps take away this fear. Secondly, training assures
that the volunteer job will be a progressive, learning experience for the volunteer.
S/he will be developing new skills and abilities. Thirdly, it assures the
organization or group that the volunteer will be an effective worker for them.
Training, then, is an indispensible ingredient of job satisfaction and reward; an
ingredient which needs to be handled with a great deal of creativity.









problem situations

You may occasionally encounter problems in the interviewing situation.

These may arise in the form of a prospective volunteer with a mental health
problem, or someone who, in your judgment, is not suitable for your program due
to physical limitations or lack of specific skills. In any of these cases it is essential
that you not leave the volunteer without an alternative plan of action.

Be sure to have available:

a) Descriptions of other volunteer programs in your area and the names of

volunteer co-ordinators.

b) General information on counselling programs, mental health teams, legal and

financial services.

Although you are not setting out to solve an applicant’s problems, you may find
the following ideas helpful . . .

D

1. Observe any signs of disappointment or discontent. This may be a clue to the real
problems or it may indicate that the interview is covering topics of

embarrassment (i.e., questions regarding health or recent illness).
2. Give the prospective volunteer ample opportunity to tell his/her own story. Let
him/her talk freely without interruptions if this seems important. ™

3. Inquire regarding the steps already taken in attempting to solve present
difficulties. Determine, if possible, how much interest there is in wanting to find

solutions.

4. Keep a friendly, sympathetic, and helpful attitude, but don’t assume the
responsibility for finding solutions to the interviewee’s problems.

5. Name people or community agencies that you may see as being helpful to the
volunteer. '

6. Expect to meet many problems you cannot deal with alone. Share these
situations with other persons who might be helpful or who are already involved
with the prospective volunteer (i.e., if the volunteer has been referred by a social
worker or doctor, ask the volunteer if you can contact them for further
information or arrange a meeting time for the three of you to sit down and
discuss volunteer opportunities in your program).

7. Yield to the specialist in areas outside of your own field; follow-up and cooperate
with others.

8. If the prospective volunteers problems are not severe and you feel they may be
suited to another type of program, ask the propective volunteer if you may share
interview information with any other volunteer coordinator to whom you make a

referral.
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c TRAINING
®
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The distinction between orientation and training is often quite fine. Ongoing
one-lo-one training begins with orientation and continues indefinitely. In most jobs
the volunteer will be continually facing new situations and new problems and will
thus have new questions to ask his/her supervisor or the director of volunteers.
This type of informal question and answer type training occurs with or without
formalized training (it should not be taken for granted, however).

On the other hand, if you feel there are some needed basic skills that are not
provided through simple orientation, you may want to provide some formalized
training for your volunteers. It might be mentioned here that not all volunteers will
react positively to the idea of training. For those who are not sure of their skills and
are promised training to develop them, training is a welcome idea. You may,
however, find that some volunteers regard training as a lack of confidence, on the
part of the organization or group, in the volunteer’s abilities. After all, the
volunteers are giving their services free! Why all the fuss? It is for this reason that
training must be handled with sensitivity. It must be clear that training is not a sign
of lack of confidence, and as much effort as possible should be made to involve
volunteers in deciding what training is needed and what methods will be used.
There should be an understanding by all (staff and volunteers), then, of what merits
training will bring.

There are a number of things to consider in planning for a training session:

1. First of all, the skills that the volunteers need to practice and develop should be
clearly identified by the volunteers (those who are already familiar with the
organization) and you. It will be the goal or purpose of your training session(s) to
refine these skills (you may want to focus on only one or two skills per training
session).

2. The resource people for these sessions could be people within your organization
or group, one or several of your volunteers, yourself or people from outside who
have experience and knowledge to share about the skills you want to develop.
Consider all possibilities. Those who lead the training session should have some
ability for making people feel comfortable and open. Your trainees may not be
used to this type of group learning situation.

3. Identify the characteristics of those who will be taking part in the session (i.c.,
age, experience, number, possible expectations, etc.). Getting some idea of who
will be taking part will help you as you decide which training methods will be
most effective.

4. The next step of course is to identify the training methods you will use to
accomplish your goals. Apart from fitting in with your overall goals, the specific
purpose or desired result of each training ingredient should also be identified.
Try to use methods which encourage participation and active feedback, and
which are experiential in nature (and fun). Don’t give an hour-long lecture—you
want variety and action. Once you have chosen your methods they need to be
arranged in some logical sequence within a certain time framework (we will look
at the methods and time framework in more detail in the Actual Planning

section.).




5. The physical setting of a training session is also-important. The setting should
be such that it provides a comfortable learning environment and facilitates
communication and participation. : :

6. There are also a fair number of other ““lijtty gritty’’ details that one has to deal
with in planning and presenting a training session. Here are a few extra tips
. from Dr. Eva Schindler-Rainman:

a) Coffee breaks take a lot of time; better to have coffee and tea, etc. available
somewhere in the room, so that people can help themselves during the
training time.

b) If you use audio-visual equipment, try it out beforehand. Have extra bulbs,
tapes, extension cords, mikes, etc. available.

c) If you are grouping people, think carefully about your criteria for grouping,

such as:
® hetero- or homogeneity
® age
® sex
® interests
® geography
® new to each other, etc.

d) If you move people around, plan in the time for moving from one place or
space to another.

e) Have some “‘extra pieces’’ of training available in case things don’t take as
long as you thought they would.

f) Be flexible! If people need more time than you thought,stretch your time
budget.

g) If there are costs involved, figure out a budget and ways to cover it.

h) To the extent possible after the first session, include some group members
in planning your next session.

Other hints:

B. Orientation and Training (see Bibliography III)
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IV-ACTUAL PLANNING -

We are now ready to outline some concrete details for our interviewing, orientation and
training procedures. Taking into account the previous three sections, and also your own
particular situation, fill out as many of the questions as you feel are applicable.

A Interviewing
1. Your list of potential interviewers from Part I (Preparation), Section IV, and person
responsible for contacting them:

2. List three goals of the interviewing process:

a)
b)
)

3. Date for an interviewing training session:

4. Possible resource persons:

5. Person responsible for co-ordinating the training session:

¥
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B Orientation

1, List the general orientation needs of a volunteer coming into your organization o! group:

2. List, in order, the steps of the Orientation process and beside each step the person
responsible:

4ok KoKk ek |
C Training *

1. List the skills required in your volunteer jobs that could benefit from traijyng, and star the
most important one:

2. Possible resource persons for a training session on the above starred skill: ‘j !
3. List the characteristics (as best you can) of
the possible participants, and star the most
important ones for designing purposes: !

4. On a separate piece of paper list (brainstorm) all of the methods and activities you could use
in a training session, then star the five you think would be most appropriate for the skill being
considered. (See Appendix E for a list of training methods which you can compare to your list
after you have finished brainstorming).

5. Fill in the planning sheet on the next page (remember this is tentative). »

6. Person responsible for organizing the training session:
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Planning Sheet For Training Session Z’V%‘% p
(can be adapted for any meeting) & ;
z> “Sep

L.pP

Goal of the Training Session:

Time ' Who Arrangements of space,
Lstimate Activities, Methods Responsible equipment, materials

1. Pre-Meeting and Start-up of the Session

2. Flow of Session after Start-up Activities

Taken from Taking Your Meetings Out of the Doldrums by Eva Schindler-Rainman,
2 Ronald Lippett and Jack Cole, p. 63.






1~ INTRODUCTION

We can now turn to the actual recruiting of the volunteers you need. Before we
jump in, our thoughts about recruitment methods should be prefaced by several
considerations. Just as our world in general is rapidly changing, so is the volunteer
world, and it is important to get a feel for these changes if we are to be able to
approach recruiting in new and creative v ays. These changes in the volunteer
world are being reflecied in a number of ways. For example:

It is becoming common to find more public and private employers encouraging
their workers to get involved in volunteering within their community.

Y On the other hand, volunteering is also increasingly being seen as a way to gain

experience in a particular job area and then, perhaps, as a stepping stone to
actual employment. For some this may be a new job area, while for others it
may be a matter of re-entering a job area. For those not sure of what job area
they would like to concentrate on, volunteering is proving to be an excellent
way of discovering where their interests lie. The growing emphasis on the
provision of training for volunteers in many organizations or groups has
enhanced this type of approach.

W There is also a growing tendency towards seeing volunteer work as an

opportunity for self-growth; as a chance to expand one’s awareness of other
pe..ple, places and perspectives; as a chance to develop one’s ability to relate to
others and care for them.

Y A new awareness is developing that volunteering is a way of constructively

helping to improve the quality of community life, working from the inside out
rather than outside in.

Y Special skills are even more dearly needed and wanted by many organizations

and groups (for example, in administrative volunteer positions). There is also a
growing awareness in these organizations and groups that staff-volunteer
teamwork is an exciting new potential for improving the efficiency and quality
of services.

The net result of all the new and changing perspectives on volunteer work is a
corresponding change in the image of the volunteer. The typical volunteer is no
longer necessarily the housewife who has some spare time but is now seen as
almost anyone. The cry is no longer, "I'm just a volunteer’, but rather “I'm a
volunteer!”’ Volunteers are increasingly being seen as important people—import-
ant in a society where the mandate is to willingly work together for the betterment
of our living situation.

This, then, is the direction the volunteer world is moving and we are moving with
it enthusiastically. The changes, in general, focus on one important fact: that
anyone can be a volunteer and find the donation or their time and energy a
meaningful experience (regardless as well of age, sex, race or handicap).

It is the job of the recruiter, then, to communicate the excitement that
volunteering holds. His/her aim is not to “sell’’ their volunteer program but to
present it with integrity and enthusiasm. It is enthusiasm that is rooted in a belief in
the merits of volunteerism that encourages participation.
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11~ PARTICIPATION

(10 minutes)

1 Back in your original small groups, take a sheet of newsprint and make a large copy
of the diagram below.

YOUR
ORGANIZATION
OR
GROUP

The circle in the centre represents your organization or group. The circles that
surround it represent the different groups or people in your community (i.e.,
pensioners, ethnic groups, men, women, teenagers, etc.). Fill in as many circles as
you can with whatever groups you can identify (make more circles if you need more)
and include in each circle the percentage of the total community they represent.

(15 minutes) ‘
2 Keeping in mind your filled in diagram, now brainstorm on *‘all the methods and
places by which volunteers could be recruited’’ (remember—1 or 2 word answiers).
If there is more than one small group have half the small groups brainstorm on just
the methods and the remainder of people on just the places. Stop the session after a
good ten minutes. Now see which group can come up with ten more ideas first (use
your imagination).

(5 minutes)
Once due recognition is given the imaginative winners, have each group identify
the ten methods and/or places which they feel have been neglected and need work
on.

(10 minutes)
Finally, have a brief time of sharing the ten that each small group has chosen and
perhaps a short time of walking around looking at each others lists to stretch your

legs.
*

(40 minutes)
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1. List three people who might be interested in speaking for your organization or group:

2. Think of two topics you would like them to cover:

3. List the materials and methods you will use to prepare your speakers:

4. List the organizations you will contact to inform them that your speakers are available:

5. Person in charge of preparation and follow up:

6. Date to be completed by:










feature story

A' Press releases are the bread and butter of the newswriter but let’s not forget

the feature writer. S/he thrives on human interest stories and is allowed a
much freer style and form than the newswriter. People helping people is always
a popular theme. So also are historical stories, personality profiles and
anything that involves children.

B First, then, you need a story. Try to dig up an interesting volunteer or a unique
volunteer experience or happening to write about. It must be of interest to
those in your community.

C Your job is now to interest the feature writers of your local newspapers in doing
the story. You do not need to write the story yourself. You should provide a
“‘fact sheet’’ which outlines the main points of the story. This does not need to

. J o AL
be formalized—it may even be done in point form. Give basic details, i.e., who ﬁ‘&/
is involved, what they did, how long, where and so on. z ' ,t —/
a ”

D With your fact sheet include one or several black and white glossy picture(s) %
(if you can—you may have to go out and get one, if possible). Try to include one - M * P
that shows action and involvement. Make sure the principal people are large M\y E[
enough to be easily recognized. You might just include a portrait picture of the 7

major character. Be sure to attach a list on the back of your photograph(s) W% ’x‘b
listing organization, activity taking place and names of participants, left to @"/ W
right. You may need permission to use certain pictures for publicity purposes. . (}b

See Appendix B for example of Photograph Release form. You might also -
include your aim in submitting the story, for example, to enhance volunteerism

A
in your community. ’iw m
E Don’t forget to include a contact address and phone number. Then send your Wf W?

feature story “‘proposal’’ to the writers at your local newspaper or deliver the P .
proposal in person to the feature reporter. '

4. Briefly brainstorm for feature story material \remember the different categories in papers,
i.e., Outdoor, Education, Art, Family page, Sports, etc.);

5. Outline the major points of a story (i.e., a fact sheet);

6. Paper(s) or magazine(s) you will send your fact sheet to: 7. Picture to be included?

Yes [_]
No []

8. Date to be completed by
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letters to the editor......

A good number of papers have a letters column. Even if they don’t they may print
a letter to them. (Perhaps if your local paper doesn’t have a letters column, you,
with the support of other groups, could push to have one started.) A letter written to
a newspaper should be a response to some incident or some trend in the community
which has come to your attention. Your motivation for writing is community
improvement. Volunteerism is a subject that might easily come up, whether it be
related to an issue or just simply a sharing of experience. Volunteers writing in this
latter way serve as a great encouragement to others. These letters, of course, must
be sincere, rising out of a real concern and enthusiasm for what you are doing.
Often it is good to include an informative picture or two of someone or something
you are talking about. Letters are an excellent means of personal community
communication.

Example

A letter was written to the Province in Vancouver by a
person in thanks for the opportunity to volunteer.
S/he had been involved in a rehabilitation program
designed to help handicapped teenagers learn cross
country skiing and gavethe genuine impression that it
had been a very meaningful experience.

9. If your local paper(s) have a letters column, find someone who will volunteer to follow it

closely and respond to issues related to volunteerism:

advertising
volunteer opportunities

A There are three ways of advertising volunteer opportunities in a newspaper:
® classified ads
® display ads
® (volunteer) column

B The first two above can be expensive and may not be seen by potential

volunteers (especially the classified ads). The other alternative, which by far is
the most creative and efficient, is to advertise your volunteer program through
a column. In Vancouver, for example, the Volunteer Bureau has a once monthly
column entitled “You’re Needed’’ in the Vancouver Sun. This is the type of
thing your paper may be willing to print. In the absence of a Volunteer Bureau,
it might be negotiated by several organizations or groups interested in doing it
together. This would involve having one individual collect and arrange the
material about the various volunteer opportunities once a month (or more often
if possible). If you would like to begin a column write down what form you see it
taking, “‘why it will be good”’, etc. Take that proposal with you to the editor of
your local paper or papers and talk with them about it.






slide/tape presentation

A Materials

Camera (35 mm)

e
Ncy

achro
""Alft

Colour slide film. Use all the same brand of film for constant colour quality.
There are two types of film: daylight and tungsten. Daylight film is /

Ko
7"A~da

standard and is used for all shots where daylight is the major source of light
or where a blue flash (including all standard electronic flashes) is used.
Tungsten film, which you probably will not need, is used for indoor shots
where normal houselights are the major source of light and no flash is
used. Use a flash attachment in all situations where fluorescent lighting is

L

>

the major source of light. ®9
B>

Cassette tape and/or reel to reel tape. % 2
D
Tape recorder (Cassette and/or reel to reel) and slide projector. If possible é :
w

try to obtain the use of an Audio-visual tape recorder and slide projector
set. Local Community Colleges may have these. Also try schools,
Community Centres, associations, Recreation Depts., large museums, art
galleries and libraries. Audio-visual commercial outlets will rent them.

B Theme

First you must decide what message you want to present. Think of the purpose °
for which you are making your presentation. What people will see it? Your

b {
—d "--"' e T A

theme should be specific. You should not try to cover many different sub-plotsi Kodachrome '
or points. Focus on one message; one point you want to drive home. Keep} TEANSEARL Y
things simple (at least until you become a pro). 1
C . Storyboard ¢'
Armed with your theme and initial concept you must now make the;'
presentation more visible and concrete. This can be done in two ways: le P
t [
Take a normal sheet of lined paper and divide it vertically in the centre. [' _ PEDESSED BY a1 n e
Label the left column “‘pictures’’ and the right column *‘story’’. Under the T TATEMINTRARAT

**story’’ write, in point form and in proper sequence, concepts, information
or story you would like to present. Then, under “‘pictures’’, describe the
pictures you would like to go with each stage of your “‘story’’. (You may
want to include a small third column for sound effects).

Storyboard. In pencil divide a large piece of paper (newsprint? also could
be done on a blackboard if it was not erased) into slide shaped rectangles
and leave a space between each row.

Now (as crude an artist as you may be) draw in the pictures you want to
go with your concept. These will be the outlines of the pictures you will
actually try to get. Think about what pictures will get across the message
you want to present. Underneath each picture or series of pictures write in
the concept that they are presenting. Also include such things as sound
effects. It should be kept in mind that an average presentation is 7 minutes
long and suggested number of slides to be used is 36 (this varies to quite a
degree).





















There are many places you may find it possible to present your display or
exhibit. Important meetings or gatherings of significant numbers of local
people may be open to displays. Also, try bank lobbies, supermarkets,
galleries, museums, colleges, schools, libraries, manpower centres, depart-
ment store windows, malls, etc. You may have to book a space a fair time in
advance so contact all the places you can think of and tell them what you would
like to do.

It is always good to learn from the efforts of other people. Examine displays and
exhibits you see and make a note of the things that impress you—also, the
things you feel you might avoid.

A number of organizations or groups might get together in putting on a display
(i.e., a Community Resource Fair—see p. 77). All it takes is someone—you
perhaps (or a volunteer)—to co-ordinate the gathering of items and information
for it (this, of course, is one service of a Volunteer Bureau). Be sensitive here to
the feelings of each of the organizations or groups that participate.

* Example

The Burnaby Volunteer Bureau combined a display with the spot Crcauest W o
recruitment at several malls. They had one agency person and one YWae e Rueue
Burnaby Volunteer person at their booth at all times and found the fdoee oF out
display to be very effective for information purposes as well as for Centee.

recruitment (they referred people and set up appointment times). It L USHED TX WWRED
was also very inexpensive since the agencies all made their own signs WE WERE Dowe,
and handout material and the booth and displays were free. Their ThE “DeAeLRHENT
only expenses were for the reimbursement of volunteers (coffee and NoRe. o> DUl
bus fare) and the production of Volunteer Bureau brochures and other centes Y
mimeographed handout material. A sheet with 35 ideas on volunteer

jobs was the most popular handout. They also used a slide \\\Q\M Recorriend
presentation which told a story without sound. The malls were very =T\

helpful and provided most of the equipment needed. l/e
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1. List the materials you could use in a display:

2. Write a description of your display that you will put together:

3. Person responsible for putting the display together:

4. List the places that might have displays:

5. Person responsible for check
these out and setting dates:







commercial tv r

Advertising on commercial T.V. can be very expensive and as such is probably not
an attractive recruitment method. Your organization or group might, however, still
find ways of getting some exposure. Public service announcement spots are a
possibility. Such an announcement would follow the same lines as a radio
announcement except that you would ask the T.V. station manager about preferred
lengths, number of copies, special style, etc. Also, you might check the
programming of the channel that serves your area for any community oriented
programs (i.e., talk show, community newsmagazine programs, etc.). For each
program there is a key person to contact (i.e., the interviewer for talk shows and the
producer for community magazine programs). Tell them who you are and find out
the criteria for getting exposure. From them you will get an idea of what is and is
not possible. The same rules govern here for T.V. talk shows as for radio talk shows.
The on camera tips for Cablevision are also applicable. For other types of programs
you may have to submit a proposal or at least approach the producer with a concrete
plan in mind. In any case, try—and remember that you do have a valid and
important concern. Also, don’t forget to say thanks!

1L, 8.8 0.8.0.0 6.0 & ¢

1. Identify your local Cablevision T.V. company (if you have one):

Gy
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2. OQutline (on a separate sheet) a cablevision program you would like to do (including format,
place, etc.):

3. Person responsible for contacting the company with your proposal:

4. Identify your local commercial T.V. stations:

5. Write a 30 second public service announcement and sketch the slides you want to go with it:

6. Person responsible for the photographs:

7. List community talk shows and their hosts:

8. List two people from your organization or group who might be interested in appearing on
these shows:

9. Person responsible for contacting the T.V. Stations:

S0












C The third step is layout and composition. The general principle is to keep things
simple.

Again, you do not want your brochure or pamphlet to look cluttered. Use
clear headings and point form where possible. Your brochure must be easy
to read. Don’t make your lines of print any longer than these.

The front panel should be eyecatching and thought-provoking. On it you
could use a photograph or a drawing, the name of your organization or
group and/or a catchy phrase.

You now have 3-4 sides to develop your theme (if you can fit what you want
to say on four sides, including the front panel, you might think of using the
814 x 14 paper since you will then only have to print on one side).
Remember that to develop your theme you might use humour, cartoons or
drawings, pictures, luring questions (a good pamphlet should raise
questions).

On a final side you might want to include something the reader can respond
to (i.e., an ““interests’” column). Also, have your telephone number and
address clearly printed. You may also want to include a small map with
directions to your organization or group.

D 2

The expensive way. The expensive way means going to a printers and
having your brochure or pamphlet offset printed. This, of course, will give
you a very professional looking brochure. Although, as with a poster, you
must take a sample to the printers, it doesn’t have to be exactly what you
want the final copy to look like (the closer the better, however, since it will
then be easier to communicate to the printer what you want). You must be
very detailed about measurements in the layout of your brochure or
pamphlet (i.e., size of the brochure, how far from the edge of the page you
want your columns, the exact location and size of a picture, etc.) since this
type of printing is a precise business. At the printers you will also have to
choose the type sets you want (i.e., the types of lettering) and the type and
colour of paper to be used. Remember: check with several printers to
compare printing costs for your brochure.

A good way to stimulate ideas and creativity with / A/

brochures and pamphlets is to start a collection of
them. Pick up all the example you can get, good or bad.
You can also take some other organization’s pamphlet
to the printers for cost estimates before you begin work
on your own.

1. Experiment folding a 8 1/2 x 11 and 8 1/2 x 14 inch piece of paper in
different ways.

2. On one of your folded pieces of paper, roughly outline what you want on each
panel of your brochure.
See Appendix H for an
3. Person responsible for looking into the different method of printing example of a brochure.
accessible in your community:
INsert line
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...word of mouth

While other recuitment methods we have looked at might seem impressive in
some ways, by far the most effective recruitment method is Word of Mouth.
Word of Mouth simply refers to your volunteers sharing their experiences of
volunteer work with their friends, neighbours, fellow workers, etc. and inviting
them to join in with them.

B This kind of recruitment is not something you go out and manufacture or
produce or try to do; it is generated form the experience that the volunteers and
staff have within your organization or group. In other words, if volunteer work
is a bad experience for those involved in your program, Work of Mouth will not S
be an effective recruitment method and, of course, if those involved find the 'ﬁ}
volunteer work a great experience, then the opposite is true. Word of Mouth /)A”"""

recruitment, then, hinges on:

that the volunteer work within your organization or group, whether it be
direct service or issue oriented, is perceived by the volunteers as exciting
and meaningful, and

1
2.
that the volunteers’ positive experience generates the interest of people
they know and gets them involved.

C You should be careful, then, to gauge what kind of experience your program is
generating (look closely at Section 1 and 2 of this handbook since they deal with
procedures that are integral to a positive volunteer experience). You want to
generate a spirit of comfort and enjoyment in your organization or group so that
your volunteers will be encouraged to approach their friends etc.

FURTHER INFORMATION
(see Bibliography IV)
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Volunteer Fairs
A Fair is an excellent way of combining a number of publicity methods. Although its main
benefit is the education of people within your community, it does promise the possibility of
increased recruitment. A fair educates people in a number of ways:
a) it shows people the various organizations and groups within their community.

'b) it gives people a better understanding of the functions performed by these organizations
and groups.

c) it gives potential volunteers a chance to see the range of volunteer jobs available and’
allows them to get a feel for them in a very informal way.

d) it aids inter-organization or group communication.

To hold a fair you need a large space. It should be possible to gain the use of such a space
free, through the city, businesses, school board, etc. The ingredients you can use for the fair are
almost limiless. Each organization or group can provide its own display or exhibit (see Displays
and Exhibits); you could invite a speaker to give a talk or series of talks; you could present a
slide show about volunteerism within your community; you might draw up a large map showing
the locations of all the organizations or groups, and soon . . .

Preparation for a Volunteer Fair should start five or six months in advance of the date you
would like to have it (a one day affair from 12 noon to 9 p.m. in April or September seems to be a
successful arrangement). There needs to be one individual in charge of co-ordinating the event
(from one of the organizations or groups—a Volunteer Bureau would provide this service if there
is one in your community).

Your results

5. Group Sponsorship of a Volunteer Project

Although this has been mentioned before, you might want to contact certain groups and clubs
(i.e., Brownies, Cubs, Scouts, the Barber Shop Quartet, Church Groups, etc.) to seek their
support and participation in a specific Volunteer Project.

Your results







. APPENDIX A
* It is very important to stress that this time breakdown is only a guideline and
thus very flexible. You may decide that the handbook contains tco much

information to cover in one day. An alternative might be to have three < ”0&‘,
[ ]

workshops, one on each major section, at some specified interval (i.e., one per
month; over three weeks, etc.). There are two reasons why it was initially
suggested as a one day workshop:

1. The sections aren’t meant to be done in great depth or detail, but are
meant to be stimulants for further planning. Doing the three main sections
together would hopefully create a sense of the overall picture and touch all
aspects of your volunteer program.

2. It’s harder to get people together for two or three workshops than for one
workshop.

WORKSHOP TIME CHART

Introduction (10m)
/ o - Brainstorming (15m)

Preparation Participation (30m) Marking (5m)

(2 hrs 5m) \ o Sharing (10m)
Further Considerations (20m)

Actual planning (65m) . A. om G. d4m
B. 3m H. 5m
C. 4m I 3m
D.10m J. 4m
E. Im K. 10m
Introduction (5m) F. 15m
You and Your / Participation (25m)
Volunteer \
(2hrs) Further Considerations (20m)
Actual Planning (70m) Al. 2m C.1. ™m
\ 2. 6m 2. 3m
3. 2m 3. 6m
e 4. 3m 4. 10m
S. 3m S. 15m
B.1. 6m 6. Im
2. 6m
Introduction (10m)
l}&crzit:ing ______/____' Participation (40m) Diagram (10m)
;tho s \ Brainstorming (15m)
(2hrs) Further Considerations (10m) Selection (5m)

Sharing (10m)

Actual Planning (60m) \

3 areas with 20m for eacl.

Conclusion
(10m)
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REIMBURSEMENT OF VOLUNTEERS

(example from the Volunteer Bureau of Greater Vancouver)

Volunteer ‘out of pocket’ expenses are provided by the Bureau te all of our
office volunteer staff. We hope that by offering these funds we will encourage
volunteers and, where needed, enable them to continue with volunteer work.
Volunteers have the option of making use of these funds as needed.

5 - 8 Volunteer Hours

Coffee or tea supplied

$1.00 per hour for babysitting

$1.00 — Lunch
.50 — Bus fare (or current cost) OR
.10 per mile car allowance*

Half Day, or 2 - 3 Volunteer Hours

Coffee or tea supplied

$1.00 per hour — baby sitting
.70 — Bus fare (or current cost) OR
.10 per mile car allowance*

*Car allowance of 16¢ per mile will be paid to volunteers on specific driving
assignment for the Bureau.

PHOTOGRAPH RELEASE FORM

I hereby give permission for the Do-Re-Me Centre to use photographs of:

() myself
( ) my child
( ) agency

for publicity purposes connected with the Do-Re-Me Centre:

Signed:

Dated:

APPENDIX B
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REGISTRATION FORM Category
Miss Date
Ms.
NAME Mrs.
Mr. Spouse’s
Initials
ADDRESS: ~ LAST FIRST
PHONE:
POSTAL CODE:
Qccupation: Age
Employer: Bus. Phone

Related Training — Past Experience

Skills, Interests, Hobbies

Past or Present Volunteer Service

Present Health: Excellent Good Fair
Recent Illness?

Languages Spoken Written

Car: Yes __ No___ Wil you drive for clients or agencies?

Volunteer Work Desired

Weekends

Volunteer Time Days
available

Evenings

Heard About the Program From:

Interviewer’s Comments:

Interviewer’s Signature
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1828 WEST 8TH AVENUE
VANCOUVER, B.C. V6J 1T9

TELEPHONE 731-8168

NEW? RELEASE For further information

May 14, 1976 call Chris Kitteringham
731-6168 (office)
873-1401 (residence)

VOLUNTEER RECOGNITION WEEK
May 16 - 22

Alderman Helen Boyce, acting on behalf of Mayor Art Phillips, today
joined with mayors of all Lower Mainland municipalities and districts
in declaring the week of May 16 - 22 as Volunteer Recognition Week.

Alderman Boyce signed an official proclamation siting the many
thousands of Vancouver residents who volunteer their services

throughout the year to improve conditions in the community.

In presenting the proclamation to representatives of the Vancouver
Volunteer Bureau, Alderman Boyce stated: "I am honoured to present
you with this proclamation in recognition of the excellent work
done by volunteers in the City of Vancouver. I am certainly aware
that many of our community services would not be able to function

without their vital support.”

Volunteer Week is being celebrated throughout Canada and the United
States and is an annual event set aside as an opportunity to recognize

and thank all citizen volunteers.

Many local community organizations will be holding recognition events
during this coming week. The 200 volunteers of the Vancouver Museum
and Planetarium will be hosted at a dinner on May 18. A party will
be held for volunteers in Nursing and Boarding Homes at the University

Women's Club, the evening of May 19.

The Volunteer Bureau of Greater Vancouver, a United Way. agency, is
coordinating acti?ities with the B.C. - Yukon Committee on Volunteerism
and the American National Centre for Voluntary Action. The Volunteer
Bureau, established in 1942, is a centre providing recruitment, referral,
advocacy and training for volunteers.
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Volunteer Bureau of Greater Vancouver
July 26, 1976

YOU'RE NEEDED For further information
call Chris Kitteringham

Vancouver Sun

The Volunteer Bureau would like to encourage everyone to become involved in
their community; business people, students, seniors and home makers all
have a valuable contribution to make, and the Bureau can find volunteer
placements that will suit individual time and talents. Many community service
organizations require volunteer assistance over the summer months and on into
the fall.

Volunteers, age 15 and over, are needed to work in a residential centre for
handicapped teenagers, one day or evening per week. Opportunities include
assisting staff in program planning, establishing small group or one-to-one
relationships, and leading recreation and community awareness activities.

A 46 year old blind Indonesian gentleman, living in the West End, would like
someone to visit and help him to learn English.

UBC'’s Pre-school for special children would like assistants in their summer
swim program for 3 - 5 year olds. The program operates Monday through
Friday from 9:00 - 12:00, and pool activities are supervised by the Red Cross.

A skilled upholsterer is needed to finish sliding boards that are used to transfer
persons from a wheel chair to another seat for a rehabilitation centre near Oak
and Laurel.

Two mature telephone volunteers are required for weekly three-hour shifts,
calling lonely senior citizens to chat about everyday affairs.

An experienced baker is needed to make cookies, cakes, pastries and other
baked goods for the residents of a psychiatric boarding home. The hours are
flexible, and bus fare and expenses will be provided.

A number of adolescents and teenagers in the Vancouver area are in need of
volunteer aunts and uncles to share good experiences with. For example: a 7
year old boy with cerebral palsy, from a single parent family, would like a male
[friend for general outings.

The B.C. Heart Foundation requires volunteers to assist in their community
awareness committee on preventive medicine. Activities would include visiting
schools and contacting organizations to give information on heart film
programs.

Volunteers interested in environmental issues are required by the Greenpeace
Foundation to assist with general office work and write articles for the media.
On-the-job training will be provided. SPEC is also in need of volunteers to
distribute posters and collate material for their environmental work.

For further information on available volunteer opportunities, contact:
VOLUNTEER BUREAU

in VANCOUVER at 731-6168

in BURNABY at 294-5533, and

in RICHMOND at 278-4715.
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BIBLIOGRAPHIES

The following materials are available at the VARC library for three week loan.
The materials may be picked up in person or requested by mail. Just send any
requests to: Voluntary Action Resources Centre, 1625 West 8th Ave., Vancouver,

B.C. V6] 1T9
Available at the cost of 50c

VARC Occasional Paper: ‘A Planning Process for Volunteer Programs’’, Pat Ross

“Volunteerism: Points for Community Services on Developing A Volunteer
Program”, Volunteer Bureau of Greater Vancouver

* VF means Vertical File (mimeos, articles, small booklets)
0S means Open Shelf (books, journals, small handbooks)

Library No. Title, Author, etc.

VF*0417  The Art of Program Planning, Dept. of Citizenship and Immigration
(1960)

VF 0109  Concepts and content in planning volunteer programs, NICOV
VF 1175 Goals and Objectives, VARC (1975)

VF 1089  LOGAN (Listing of goals and needs), United Way of Greater
Vancouver (1975)

VF 0102  OQuuline for an administrative manual for the dept. of volunteer
services, A.S.D.V.S. Ed. Committee (1971)

VF 0941 One hundred eleven questions, Volunteer Bureau, Seattle

VF 0261 Planning for Volunteers in community service programs, Volunteer
Service Corps. Chicago, Ill. (1965)

VF 0706  Planning as a continuing leadership process, R. Lippitt

VF 0263  Planning for volunteers in community service programs, Volunteer
Bureau, Vancouver (1968)

VF 0087  Volunteer Forms, Children’s Aid S;)ciety of Vancouver
05*1522  The Effective Management of Volunteer Programs, M. Wilson

VF 0735  Authority and Responsibility, ““The basis of management’’, J.D.
Mooney

0S 0353  Basic Book-keeping, Seggie, Sutherland and Downes (1965)

VF 0120  Management of Voluntecr Programs, B. Dering Methed for coping
with diversity within voluntary organizations, J. Jarrett

VF 0488
Modern Management, D. Carlson (1962)

0S 0732 Organization Development, B. French (1973)
0S 1147 Organizations of the future: Implications for Management, G.L.

Lippett (1974)
VF 1373
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Library No. - Title, Author, etc.
Vf 1034  Guidelines for Interviewers, VAC, New York City Il
VF 0727 A Hard Look at the Selection Interview, V.R. Taylor
VF 0278 Interviewing, K.O. Larkin
0S 1319  How to interview and place Volunteers in a Rehabilitation Facility.
Goodwill Ind. Inc )1973)
VF 0969 Interviewing and Selecting Volunteers, A. Pell (1972)
VF 0742 Interviewing Prospective Volunteers, G. Purdy (1973)
VF 0276  Non-directive interviewing suggestions, V.I.C., Boulder, Colo.
(1971)
VF 0293  Some thoughts on personnel selection and the selection interview,
J. Huberman
VF 0529 The Training of Volunteer Interviewers, Vancouver Citizenship
Council (1970)
1 8.0.6.0.8.8.8.6.8.8.8 1
VF 0217  Orienting the new volunteer, N. MacVain (1970) III
VF 0725  Some uses of participation training, R.M. Smith (1969)
0S 1066  Structured experiences for human relations training, J.W. Pfeiffer,
67  J.E. Jones (1974)
68
69
VF 1487  Training for a Changing World, G.L. Lippett (1975
VF 0227  Training Volunteers, A. MacAndrew (1973)
VF 1160  Volunteer Training, L. Clark, J. Baker (1975)
0S 0002  Volunteer Training and Development, A.K. Stenzel and H.M.
0048  Feeney (1968)
VF 0726  You, too, can role play, H.B. Schmidhauser (1956)
VF 0797  Communication and You. Dr. E. Schindler-Rainman
VF 1079  Communication Process in an Organization, Dr. E. Schindler-
Rainman (1968)
VF 0993  Communication Training Sessions for Volunteer Co-ordinators, P.
Ross (1974)
VF 0221 Developing Training Techniques, C. Morgenweck (1970)



VF 1379

VF 0953

VF 0506
0515

VF 0579

VF 1191

VF 1038

VF 0853

VF 1052
VF 1289

VF 1353

0S 0087

0S 1318

VF 0955
VF 0125
VF 1007
VF 1042

VF 0936
1450

VF 1361

0S 1564

VF 0247
VF 0199
VF 0909
VF 0248

0S 0087

How to buﬂd productive work teams, W.C. Schultz (1968) I I I

Orienting Staff to Volunteers, I.H. Scheier (1972) cont’d

People Approach Systems of Volunteer Involvement: NOAH and
MINIMAX, I.H. Scheier

Strategies and suggestions for training non-professionals, F.
Reissman

Training Techniques (4 pp) NICOV (1975

Twenty Exercises for Trainers, National Training Laboratories,

Washington, D.C.
Training for Participation, R. Lippitt

Training Guide for Volunteer Programs, Model Volunteer Project
(1973)

Training of Volunteer Supervisors, Cariboo College, Kamloops,
B.C.

Volunteer Orientation Program, Heritage House, Kamloops, B.C.

The Volunteer Community: Creative Use of Human Resources (2nd
Edition) (1975), E. Schindler-Rainman and R. Lippett

1 8. 8. 8.8 .8 &

How to Recruit Volunteers in a Rehabilitation Facility, Goodwill Ind.
Inc. (1973) Iv

Means and sources for recruiting volunteers, J. Coinner (1975)*
Recruiting

Recruiting and training of volunteers, E.S. Byron

Recruiting low-income volunteers, NCVA, Washington, D.C. (1973)

Recruiting, training and motivating volunteers, A.R. Pell (1972)

Volunteer recruitment at Malls, B. Zarazun (1974)

Volunteers Today, Funding, Training and Working with Them,
H.H. Naylor

News and Publicity, SPARC (1970)
Publicity and Public Relations, J. Hamilton
A PR Primer, DNR Publications (1972)
Uses of Media (4 pp.), N.L. Foster (1973)

The Volunteer Community: Creative Use of Human Resources, E. * also available as
Schindler-Rainman and R. Lippett (1975) a VARC Occasional

paper. 70
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A CASE STUDY

*“The Sunshine Organization, Somewhere, B.C.”

The Sunshine Organization in Somewhere, B.C. (see Addenda 1) provides services to the
youth in the community. Roger was the only full time person employed by this organization. Six
months after he started his job, he noticed that the volunteers who did work with them stayed
with the organization for only a month or so and then they “‘faded away’’. This situation
troubled Roger because when he was first hired for the job, the volunteer component was
described to him as being important for the organization. The reason given to him was that the
Board of the organization hoped that through volunteerism more people in the community could
become involved with the organization and moreover, the board thought that mixing the age
groups (i.e., having both adults and youth in the organization) would be beneficial to both the
youth and the adults. Moreover, Roger was fully aware that being the only staff person he could
only do so much, and he wanted to provide the kids with more programs. The more he thought
about his problem, he realized he would be better off obtaining input from people already active
in his program and other interested community people.

He finally gathered a group of people together: two youths already active in the organization
and well liked amongst their peers, two community people, two volunteers with the program and
himself. '

The group discussed very frankly with Roger why they thought volunteers were not staying
with the Sunshine organization. It seemed that from their information sources the primary
reason why the volunteers did not stay was because they felt that there was not much they could
do in the organization—if there was something, they did not know specifically what, where,
when. There were also volunteers who became discouraged because they wanted to work
directly with the kids but did not know how to approach them or did not know what to do when a
teenager came to them with a problem.

Before the meeting had ended, their discussion had generated the following ideas that the
Sunshine organization could be doing: drama group, weekend skiing trips, coffee nights,
entertainment-dances, counselling service for kids who had problems, arts and crafts (see
Addenda 2). All these activities would or could involve volunteers from the community. While in
some cases the activities could bhe run by the youths themselves with minimum supervision from
Roger.

The group then decided upon which of the activities would have top priority. Two were
chosen: coffee nights including the odd dance and a counselling service. The coffee nights
program was given to some of the youth in the program, who had expressed interest in this idea,
to organize. Roger was to provide the necessary support when they wanted it. The counselling
program was chosen because there seemed to be a need. Roger already was providing some sort
of counselling program, but because of his other responsibilities he was only able to do thison a
hit and miss basis, i.e., whenever time permitted him to do so. It was felt by the group that this
service would also answer a need for the kids to talk to an adult other than their parents about
their concerns or problems. In many instances Roger felt that the kids just wanted to rap with
somebody who was an adult about their concerns. The group felt that this type of program could
benefit from having volunteers. They thought they could start with 10 volunteers who would
work on Thursday and Friday evenings, Saturday and Sunday all day. These were the times that
the organization had the most people coming through.

In order to avoid the “‘disappearance’ of volunteers, Roger and the gorup decided that they
needed to do some pre-planning and organizing for this counselling program. So the group
decided that they would need to do the following:

a) Write down the types of things they required of the person and the type of job they would
be doing (job description)

b) Interview and selection

c) Plan an orientation program for the volunteers about the organization and its activities

d) Train the volunteers specifically for this kind of program

e) Find interested people in the community who would be willing to become involved with
this type of program

f) Evaluate the program from time to time with the volunteers

APPENDIX1



Task

1. Write a job description for a volunteer for this counselling program (see pp. 14-16).

2. Discuss the critical and relevant aspects of Selection and Interviewing potential volunteers

(see pp. 20-23 .

3. If you were Roger and the Group what kind of orientation program would you plan for the
volunteers (see pp. 24 ,27-28)

4. What kind of training program would you design for this group of volunteers? (see pp. 25-26
28-29).

5. Identify the people in the community whom Roger and his group could approach (sec pp.

32).

6. Choose two recruitment methods for this program and do the necessary ground work for it,

e.g., if you choose to use the radio, write a radio request for this program for volunteers (see

Section III and V).
8. 0.6.6.6 ¢
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Somewhere, B.C.

Location: in the interior of B.C. about 70 miles from the next largest town
Population: about 10,000

Economic base of the town:
a) pulp and paper is the main industry
b) service centre for the industry
¢, some farming in the area but not much

Social Structure:
a) transitory in nature
b) because of industry, many families with school age children
c) core of “‘old timers”’
d) industry based people form one sector of the town’s population; professionals, “old
timers’’ the others
e) native population in the area
Facilities:
a) elementary and secondary school
b) recreation centre
c) hospital
Volunteer Activities:
a) women’s auxiliary
b) service clubs and fraternal groups
¢) recreational clubs
d) church
e) political parties
f) senior citizen groups
g) women'’s group
h) Boy Scouts and Girl Guides
i) health groups

1 2.0 688688808 0.8.8 8 4

Notes Taken From the Meeting Regarding the Counselling Program
® Volunteers who did choose to become involved should be people who could relate to youth
easily, sensitive to this age group, empathetic, good listener, not person who would lecture li!ce
a parent, person whom the kids felt could be trusted with their problems — confidentiality

important.

® Roger can spare $100 for this program—can be done through the schools, grape vine, DHR
workers, school counsellors, etc.

® Volunteers need to be trained in counselling techniques such as communication skills,
especially how to listen, whether or not to give advice, also need to know where they can refer
the person for the “‘solution’ of the problem.

¢ Start with small group of 10 volunteers first.

* Have this service available on Thursday and Friday evenings, all day Saturday and Sunday.

® Get a space arranged at the centre for this—somewhere quiet and comfortable.

Addenda 1

Addenda 2





