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This series of handbooks has been prepared to assist with the organization
and administration of effective volunteer programs in rehabilitation facilities
serving handicapped and disadvantaged persons. Specific suggestions proposed
in the handbooks should be considered and applied in relation to circumstances
particular to each facility. Of fundamental importance is the recognition that
programs designed to serve people have greater potential for effectiveness if
they provide for and encourage innovation, flexibility, and individual initiative.
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VOLUNTEERS: A PRICELESS RESOURCE

What has powerful potential for substantially improving the
lives of handicapped and disadvantaged persons? A PLANNED
VOLUNTEER PROGRAM! How can an Executive Director
strengthen his rehabilitation facility’s program of services? With
a PLANNED VOLUNTEER PROGRAM!

PLANNED VOLUNTEER PROGRAM? What is the meaning of
this term? PLANNED VOLUNTEER PROGRAM refers to a dynamic
new approach to volunteering. PLANNED VOLUNTEER PRO-
GRAM means efficient, productive, and pertinent volunteer
service. PLANNED VOLUNTEER PROGRAM signifies a highly
organized and capably administered program of volunteer par-
ticipation. PLANNED VOLUNTEER PROGRAM means providing
opportunities for members of all segments of society to volun-
tarily play major roles in the total rehabilitation process.

Fundamental to the concept of the PLANNED VOLUNTEER
PROGRAM is recognition and acceptance of the volunteer as a
priceless resource. Executive Directors and other leaders of re-
habilitation facilities can better understand the volunteer as a

valuable resource by considering the positive

N2 /) experiences reported by leaders of hospitals,
kﬂ schools, social welfare agencies, correctional
\ " = 4 institutions, mental health programs, and courts.
G & Their expressions of praise strongly support

‘k A a major objective of this series of hand-

books: to increase the acceptance by
Executive Directors of
rehabilitation facilities of the
volunteer as a multifaceted
resource for service and
other benefits.

Discussed in this series
of handbooks is the
application of the
concept of the
PLANNED
VOLUNTEER
PROGRAM to
rehabilitation facilities.
Deliberately not considered




are two important groups of volunteers who perform major roles
in the operation of most rehabilitation facilities: members of
Boards of Directors, and general contributors of funds or mate-
rials. There is considerable literature already available about the
valuable participation of these dedicated volunteers.

It is impossible to prepare one set of concise handbooks that
can be specifically applicable to every rehabilitation facility in
the country. However, certain principles, components, proce-
dures, and philosophical approaches are universally relevant,
and can be creatively applied to individual settings and situations.
It is hoped these handbooks will be helpful to facilities that do
not currently have volunteer programs, as well as to leaders of
facilities who wish to expand and improve their existing volunteer
programs.

THE PRESENT STATUS OF VOLUNTEERING
IN REHABILITATION FACILITIES

Data in The State of the Art of Volunteering in Rehabilitation
Facilities' indicate that 63% of the facilities in the United States
have volunteer programs. Major strengths of these volunteer
programs are briefly listed below:

® Thousands of volunteers are involved in almost two-thirds of
this nation’s rehabilitation facilities.

* Volunteers are involved in a wide range of activities.

® Volunteers are generally very dedicated, and they strongly
believe in the programs provided by the facilities they serve.

® About half of the volunteer programs in rehabilitation
facilities have been operational for eleven years or more.

® Appreciation for the value of volunteer participation is
strongly expressed by many facility Executive Directors.

® Recognition activities for volunteers are sponsored by most
facilities with volunteer programs.

1. Robert ). Griggs, Stanley Levin, and C. Esco Obermann, The State of the Art of Volunteeripg in
Rehabilitation Facilities (Washington, D.C.: Goodwill Industries of America, Inc., and National
Auxiliary to Goodwill Industires, 1971), p. 8.



Despite the strengths listed above, volunteering in rehabilita-
tion facilities has not developed to the extent of its potential.
Factors responsible for the present status of volunteering in
rehabilitation facilities are reviewed in the next few paragraphs.

Many Executive Directors and volunteers have traditionally
perceived the roles of volunteers as strictly incidental to the
facilities’ main programs of providing rehabilitation services. Vol-
unteers have often performed activities apart from facilities and
clients, such as fund-raising projects. In those instances when
volunteers have directly served clients, their participation has
generally consisted of one-time special recreational or social
events, such as facility-sponsored picnics or holiday parties.

Positive public relations benefits have been viewed by many
Executive Directors as the major value of volunteer participation.
In fact, improved community understanding and support have
frequently been considered by facility leaders to be more im-
portant than the activities and services directly performed by
volunteers.

Women in the middle and upper socioeconomic strata have
generally comprised the vast majority of volunteers in rehabilita-
tion facilities. In addition to altruistic motivations for volunteering,
there have been strong social considerations. Changing attitudes
among, and about, women will reduce the significance of tradi-
tional social considerations in the future. Furthermore, it is very
probable that future efforts to recruit volunteers for rehabilitation
facilities will be extended to all segments of the population.

In traditional volunteers programs, the volunteers have partici-
pated in activities requiring skills common to most women.
Typical examples of these activities are: organizing fund-raising
events, such as home tours, antique sales, card parties, and teas;
preparing food for special occasions; and planning games and
entertainment for clients’ social and recreational events. Fre-
quently, volunteers have been assigned jobs that require minimal
skills, such as stuffing, stamping, and sorting direct mail pieces;
delivering or picking up materials and equipment; and routine
telephoning. These jobs are not to be considered unimportant,
and must be continued as long as they meet needs vital to the
functioning of rehabilitation facilities. However, volunteer in-
“volvement in activities like those just described barely taps the
potential benefits available to facilities and clients through
PLANNED VOLUNTEER PROGRAMS.



If volunteering in rehabilitation facilities is to progress beyond
present levels of productivity, and if the quality of volunteering
is to improve, Executive Directors and other leaders of facilities
must take a fresh look at the potentials of volunteer participation
in relation to their facilities’ purposes. Also, they must reevaluate
the present operational practices of their volunteer programs in
relation to such components as: identifying and outlining jobs,
recruiting, interviewing, training, and supervising.

WHAT ARE THE POTENTIAL BENEFITS
OF INVOLVING VOLUNTEERS
in a rehabilitation facility?

Volunteer involvement in a rehabilitation facility can substan-
tially help achieve the goal of the rehabilitation process. The
following benefits can be realized within any particular facility
which institutes a PLANNED VOLUNTEER PROGRAM:

1. Increased services to handicapped and disadvantaged clients.
2. Bridging clients from the facility to the community.

3. A vital rehabilitation component —someone who really
cares.

Community understanding and cooperation.
Social action.

Fund raising.

Administrative and clerical assistance.

Technical assistance and professional consultation.

© @ N o uos

Bringing people together.

1. INCREASED SERVICES TO HANDICAPPED AND DISADVAN-
TAGED CLIENTS

Through the involvement of carefully trained and constructively
supervised volunteers in the delivery of rehabilitation services,
more time can be devoted to clients by paid professional and
technical staff members. An expanded variety of services can be
made available to clients and other handicapped persons. Facility
clients can experience more individualized rehabilitation services.



More time for clients. Volunteers can be of great assistance to
paid personnel of a facility by performing a number of activities,
such as filling out reports, client scheduling, phone calls, corres-
pondence, and meeting arrangements. Although important, these
activities need not require the personal attention of skilled staff
members. Professional personnel, relieved of certain time-con-
suming tasks, can devote a greater percentage of their energy
and talents to providing clients with services, such as counseling,
instruction, testing, and therapeutic treatment.

Of equal importance and consequence in providing increased
professional time for individual clients, is the practice of involv-
ing volunteers who are qualified practitioners in areas of rehabili-
tation programming. Far too often, volunteers are erroneously
considered untrained and lacking in professional credentials or
technical skills. There are many people in this country with
academic degrees in psychology, nursing, social work, speech
therapy, education, and other fields, who are retired, temporarily

inactive, or working only part-time. These capable persons
should be recruited to volunteer four hours per week (or more)
in programs in which they can apply their specialized knowledge
and experience. Not only do most qualified persons in these
circumstances prefer to more fully utilize their skills and con-
tribute to society, but many inactive individuals are interested in
maintaining high levels of proficiency in their specialties.



Through the effective involvement of either type of volunteer
described above, it will be possible for more professional time
to be devoted to a given number of clients, or for more clients
to receive professional services, or both.

Expanded variety of services for clients. Volunteers can expand
the range of services a facility can provide, and thereby enrich the
total rehabilitation program. Through productive recruitment
efforts, persons with special talents can become involved on a
voluntary basis and institute activities that would otherwise be
unavailable. Volunteers often bring unusual skills and devote
many hours of service that enrich the total facility program
through such projects as personal grooming, music and art, one-
to-one educational assistance, an on-the-premises library, social
and recreational events, and consumer education. Many of these
additional services are of special value to clients as they endeavor
to become more integrated into their communities.

More individualized programs for clients. One very important
result of additional professional time, and an expanded variety
of services being available, is the increased opportunity to
design rehabilitation programs which more precisely meet par-
ticular needs of individual clients of the facility. Strengthening
the degree to which rehabilitation programs are personalized
should improve the effectiveness of the entire rehabilitation
process.

2. BRIDGING CLIENTS FROM THE FACILITY
TO THE COMMUNITY

Many rehabilitation authorities and facility leaders recognize
the urgent need to transfer substantial components of rehabilita-
tion programming from facility settings to community settings.
Rehabilitation services have not moved more extensively in this
direction because of many difficult factors. It is one process to
counsel and assist a client within the jurisdiction of a facility,
and to hypothetically discuss life and realities within the larger
community. Another approach must necessarily be applied if
the client is to be actually introduced to the environment of the
larger community, and be required to learn through direct ex-
posure and experience. The latter approach requires rehabilita-
tion leaders and personnel to work closely with people within
the larger community in the arranging of positive opportunities
for handicapped persons to become accustomed to “‘new” social
or employment situations.



One of the best ways to help clients bridge the chasms
between the security of their facilities and the uncertainties of
mainstream society is through volunteer participation. As reha-
bilitation facilities work more closely with the larger community,
the citizenry can begin to better understand how to help handi-
capped and disadvantaged persons become assimilated into
social and economic structures. Volunteers who work directly
with facilities can lead the way.

For example, volunteers could take groups of clients to a
nearby public library, acquaint them with the range of library
services, assist them with securing library cards, and help them
learn how to locate books of special interest. Public transpor-
tation could be the means of traveling from the facility to the
library, thereby providing the clients with experience in use of
public transportation. Certain clients might be encouraged to
enroll in special classes which are often sponsored by municipal
libraries or public school systems. Through such activities, clients
can become acquainted with other members of the community

and have “joining” or social
experiences of special value.
Another example could involve a
college music sorority inviting
facility clients with special talent
or fondness for music to
participate in particular
programs or events —
sometimes as spectators, and
other times as performers.

This kind of client
involvement within the
larger community,
~made possible through
volunteers, should
help members of the
general public gain
greater understanding of the capabilities
and needs of facility clients. Through
increased public understanding, the housing,
transportation, accessibility, placement, and social
needs of all handicapped and disadvantaged persons will more
likely be recognized and met. In addition, this form of inter-




action with the community can help clients learn to apply what
they have learned at the facility to practical daily living.

3. A VITAL REHABILITATION COMPONENT —
SOMEONE WHO REALLY CARES

People going through the rehabilitation process need to have
their feelings of personal worth strengthened. They must feel
that their personal thoughts, talents, and knowledge are appreci-
ated by other people. These feelings foster the spirit of hopeful-
ness that is a powerful force without which rehabilitation cannot
occur within an individual.

An essential, and often overlooked, element in the total reha-
bilitation process is the special kind of caring that generates and
reinforces feelings of hope. This kind of caring cannot be pur-
chased at any price because its essence is imbedded in its being
given freely. It can only be extended by people who voluntarily
give it, whether they are paid staff or volunteers.

Clients have expressed receiving great encouragement from
volunteers who, they know, are not being paid to care about
them. Kindness, understanding, and honest friendship willingly
given to clients by volunteers can be as important as the most
capably provided professional service. Thus, their special kind of
caring can be one of the greatest benefits infused into the
rehabilitation process by volunteers working directly with clients.

4. COMMUNITY UNDERSTANDING AND COOPERATION

Volunteers ‘maintain important relationships within neighbor-
hoods and communities. Their connections with churches, service
clubs, and other associations can be of great value in terms of
increasing public awareness about the facilities in which they
participate. As they circulate informally among neighbors and
friends, and attend organized events, volunteers can effectively
disseminate information about rehabilitation facilities and handi-
capped persons. They can improve the public’s image of facili-
ties through conversations or discussions in which they explain
operational procedures, cite disabilities served, correct miscon-
ceptions or false reports, and project.success stories. Equally
effective are formal presentations by volunteers to groups such
as civic clubs or professional associations. A positive public
image that is enchanced through volunteer participation has



provided benefits in the form of monetary contributions and
increased levels of morale among paid staff and clients served.

Volunteers who acquire knowledge about different agencies,
or who become aware of similar programs within their commu-
nities, have been successful in fostering interorganizational com-
munication and helping bring about interagency cooperation.
Among the benefits that can result from volunteer-assisted co-
ordination of efforts, is the opportunity for rehabilitation facilities
to arrange more complete service programs than would generally
be possible if each facility duplicated similar services. Because
community leaders react favorably to cooperative endeavors that
simultaneously reduce duplication and achieve more comprehen-
sive service, the rehabilitation of handicapped and disadvantaged
persons receives more positive response and increased status
when there is widespread awareness of interagency coordination.

5. SOCIAL ACTION

Handicapped and disadvantaged persons need advocates who
are willing to speak out on matters which significantly affect
their ability to support themselves; to live independently; and to
enjoy cultural, educational, and social opportunities. Volunteers
who have salient facts and strong convictions can be very instru-
mental in bringing about constructive societal changes.

Volunteers have demonstrated their capabilities to increase
society’s awareness of many situations of serious consequence
to the national health and welfare. Voluntary social action is not
limited to the dissemination of information, nor to the federal
scene. Forms of voluntary action include supporting or opposing
legislation, and influencing formulation or revision of policies —
at local, state, and national levels.

6. FUND RAISING

Fund-raising efforts of volunteers are very closely related to
the degree of public understanding present within the com-
munity. Successful community fund raising generally results from
widespread agreement with the facility’s purpose, and public
belief in competent facility operation. Certainly, the raising of
money is much easier if a facility has positive public and com-
munity relations.
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Communitywide drives may seek funds for capital and/or
operational needs of a facility. Specific projects might be organ-
ized to raise money for special needs of individual clients.
Groups of volunteers, such as auxiliaries or service organizations,
have exhibited proficiency in conducting profitable fund-raising
activities.

7. ADMINISTRATIVE AND CLERICAL ASSISTANCE

Volunteers, especially those with the appropriate skills and
experience, can perform all types of administrative and clerical
assignments. Compiling statistical reports, maintaining records,
procuring contract work, helping with mailings and filing, and
preparing annual reports are a few of the many ways in which
volunteers can be of assistance with the general operation of a
rehabilitation facility.

8. TECHNICAL ASSISTANCE AND PROFESSIONAL
CONSULTATION

All communities include people who have technical knowl-
edge and skills, or professional capabilities and expertise, that
can be of immeasurable value to rehabilitation facilities and their
clients. For example, writers, artists, marketing experts, personnel
specialists, and interior decorators might assist with specific pro-
jects of importance to facility operation. Or, architects, account-
ants, engineers, medical specialists, and university faculty mem-
bers might become involved in particular activities related to
general facility functions or individual client needs. If called
upon, most technical and professional persons are usually willing
to provide reasonable amounts of advise, consultation, or assist-
ance to a recognized rehabilitation facility serving handicapped
and disadvantaged persons.



9. BRINGING PEOPLE TOGETHER

In addition to the facility and its clients, volunteer service in

a rehabilitation facility benefits the volunteers. Indeed, for many
volunteers, the “need to help others” and the
“need to be needed” are
met through the personal
satisfaction and fulfillment
they receive when they
serve humanity in a worth-
while, meaningful way.

In this respect, rehabilita-
tion facilities offer settings
in which people can
dramatically and signifi-
cantly help each other.

Through volunteer
service, people are able
to gain greater insight into
the problems and lives of
other human beings. As a
result of this insight, they
often take actions that
help correct inequities
existing within society. As
a result of volunteer
participation, many people
gain courage, strength, humility,
and appreciation for their
personal circumstances. Through volunteer involvement, people
can develop better perspectives of their own lives and values.
In these respects, rehabilitation facilities serve volunteers too.

¢
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Thus, volunteering adds a powerful dimension to the programs
of rehabilitation facilities. By bringing together clients of facilities
and ““non-handicapped” people of the community, volunteering
extends benefits beyond the clients, beyond the facility, even
beyond the participating volunteers. This bringing people to-
gether benefits society by facilitating social renewal. The more
people are brought together, the more they realize how similar
and mutually interdependent all lives are, regardless of certain
personal circumstances. As this realization deepens, there is
increased potential for more complete rehabilitation of handi-

11



12

capped and disadvantaged persons. As this realization widens,
there is greater potential for societal rehabilitation and progress
toward humanity’s highest goals.

HOW CAN AN EFFECTIVE VOLUNTEER
PROGRAM BE ACHIEVED?

This question is the focus of the other eleven handbooks in
this series, which outline and describe the essential components
of a PLANNED VOLUNTEER PROGRAM in considerable detail.
Implementing these components should produce an effective
volunteer program that can help a rehabilitation facility accom-
plish the benefits previously mentioned. Concisely summarized,
a PLANNED VOLUNTEER PROGRAM features the following:

1. Thorough organization.
2. Competent administration.
3. Positive attitudes.

4. Creativity.

1. THOROUGH ORGANIZATION

Effective volunteer programs do not just happen. They require
planning and systematic follow-up. General organizational prin-
ciples practiced in relation to other program components of a
rehabilitation facility must also be applied to the development
of a volunteer program.

A PLANNED VOLUNTEER PROGRAM must incorporate certain
components and procedures to attain operational efficiency and
high-quality results:

* Volunteer Job Descriptions.

® Recruitment.

® Interviewing.

® Placement.

® Preparation (Orientation and Training programs).

® Supervision.



® Evaluation.

® Recognition.

2. COMPETENT ADMINISTRATION

Similar to any department within a facility, a volunteer program
requires capable administrative leadership. A qualified person
should be appointed to the position of Director of Volunteer
Services. Whether this person works full time or part time, he
should have department head status, and be clearly perceived as
an extension of the Executive Director. Volunteers must receive
supervision in the same manner as paid staff members. When
volunteers work within rehabilitation programs and directly re-
late to clients, constructive supervision becomes extremely
important.

3. POSITIVE ATTITUDES

Leaders of rehabilitation facilities must strongly believe in the
values and advantages of volunteer participation. In particular,
Executive Directors need to frequently express firm convictions
about the benefits which can result from volunteer efforts. They
must be able to see beyond the current stage of volunteering,
and be able to envision the great potential resource that volun-
teer involvement can contribute to the rehabilitation of handi-
capped and disadvantaged persons.

Also of considerable importance is the existence of positive
attitudes toward the volunteer program among a facility’s gov-
erning body, its paid staff members, and its clients. It is necessary
that they all understand the scope, purposes, and operations of
the facility’s volunteer program.

4. CREATIVITY

It is unlikely that a PLANNED VOLUNTEER PROGRAM will be
inaugurated or maintained without the infusion and encourage-
ment of creative ideas. What kinds of creativity will be needed?
Creative leadership which will increase understanding of, and
enthusiasm for, volunteer participation among the facility’s paid
staff. Imaginative thinking about volunteer jobs and assignments.
Innovative techniques for recruiting volunteers from all segments
of society in sufficient quantity, and with appropriate qualifica-

13
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tions, to meet the needs of the facility and its clients. Creative
approaches for bringing volunteers, clients, and paid staff mem-
bers together in more meaningful relationships.

Idealism and creativity should not be inhibited in a volunteer
program. Ideas that might have originally seemed unrealistic
may turn out to be highly practical and worthwhile.

WHO ARE THE POTENTIAL VOLUNTEERS?

Everyone. But not everyone for every job. Volunteers must
be carefully interviewed, selected, and placed in appropriate
assignments.

Certain individuals in a given community will have to be
personally recruited and encouraged to contribute their special
knowledge or skills. Constituting a large pool of untapped vol-
unteer manpower are young:
people, minority group members, /L] T -
business and professional T |
persons, retired individuals,
members of organized labor,
and handicapped and
disadvantaged persons. In
addition, Community
Organizations can be : u
approached and invited to
assume particular
responsibilities within a
rehabilitation facility. Such
organizations include
civic and service clubs,
professional associations,

\ A

»

religious groups, = ;
sororities and fraternal 2 ; 5
o_rveterans organiza- =2
tions, hobby clubs, 23

and groups with

special recreational

or social interests.

Of course, auxiliaries and other
types of Facility Organizations,




which exist exclusively to provide volunteer service to particular
facilities, have long been major sources of volunteers.

Many people, who heretofore have not been extensively in-
volved in volunteer programs, can be of considerable value to
rehabilitation facilities. For example, unique services can be
provided by handicapped volunteers, such as providing informa-
tion and guidance regarding prosthetics, helping with driver
training instruction, and serving as spokesmen for a facility and
its clients throughout the community. A group of handicapped
persons could advise facility leaders on program relevancy and
program effectiveness.

HOW MUCH WILL A PLANNED
VOLUNTEER PROGRAM COST?

A very pervasive misconception is that volunteer programs do
not, and should not, cost money. When many people hear the
word, “volunteer”’, they immediately think about efforts and
activities that do not involve the expenditure of funds; that are
“free” of costs. They assume that volunteers, through some
mystical process, can participate in the operation and program
of a rehabilitation facility without the involvement of paid staff
in training and supervising, without any allocation for supplies
and materials, and without assisting volunteers with out-of-pocket
expenses. Of course, these assumptions are erroneous and
unrealistic.

It is correct that a major benefit of volunteer participation is
the provision of increased services and more individualized atten-
tion for clients than would otherwise be available within most
facilities. It is also factual that volunteers raise substantial funds
for rehabilitation facilities. However, it is invalid to conclude
that these benefits result from activities that do not require
the expenditure of monies or the allocation of other resources.
Facility leaders must recognize the necessity, and be willing, to
invest money and other resources in order to obtain the advan-
tages of volunteer participation.

It is important to note that many Executive Directors believe
the benefits to facilities and clients, from a well planned and
capably administered volunteer program, can more than com-

15
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pensate for the costs involved. In some facilities, volunteers raise
more money than the combined total of direct and indirect
volunteer program costs. A number of facility leaders have
calculated that the dollar value of voluntarily contributed services
far exceeds the total costs of operating their volunteer programs.
Many Executive Directors believe the favorable public relations
and increased community goodwill more than justify the costs
of maintaining volunteer programs.

Costs of any particular volunteer program will depend on the
nature of the rehabilitation facility and the scope of its program
of services. However, most PLANNED VOLUNTEER PROGRAMS,
regardless of size or nature, will involve certain direct and
indirect costs:

DIRECT COSTS OF PLANNED VOLUNTEER PROGRAMS:

1. Office supplies and equipment.

2. Salary and fringe benefits for a Director of Volunteer Ser-
vices. (In certain situations, this position may be filled by
a volunteer.)

3. General and specific materials related to volunteer Orienta-
tion and Training programs, recruitment efforts, recognition
activities, etc.

4. Reimbursement of personal expenses incurred by volunteers
in conjunction with their participation, such as parking,
mileage, meals, registration fees, etc.

5. Insurance coverage for volunteers.
6. Expenses related to assigned activities, such as tickets to
sports or cultural events, special transportation costs, etc.
INDIRECT COSTS OF PLANNED VOLUNTEER PROGRAMS:

1. Time of the Executive Director and paid staff members
required for planning, interviewing, training, supervising,
and other operational activities.

2. Office space, heat, lights, and use of equipment.

3. Secretarial assistance. (Volunteers may provide this assist-
ance.) .



WHAT DIFFICULTIES OR PROBLEMS
MIGHT BE INVOLVED IN A PLANNED
VOLUNTEER PROGRAM?

Difficulties are experienced in any endeavor important to the
improvement of human welfare. A PLANNED VOLUNTEER PRO-
GRAM is no exception.

INCREASED COMPLEXITY OF A FACILITY PROGRAM

From a managerial standpoint, the involvement of volunteers
to assist with existing operations and to add new services will
increase administrative responsibilities. There will be more peo-
ple to supervise and coordinate. Growth in the rehabilitation
program will require additional space and materials. Scheduling
client activities will become increasingly complicated as efforts
are made to take advantage of recreational and cultural events
that occur throughout the community during or after normal
facility operating hours. As a rehabilitation program expands and
becomes more multifaceted, the entire operation of a rehabilita-
tion facility becomes more complex. More frequent communi-
cation, and increased emphasis on coordination and cooperation,
can help reduce unproductive by-products of an increasingly
complex facility program.

LIABILITY FOR ACTIONS OF VOLUNTEERS

The extent to which facilities can be held liable for the actions
of volunteers should receive prompt and serious consideration.
Additional or special types of insurance coverage may be neces-
sary to adequately protect a facility and its volunteers. While
national attention is increasingly being focused on this subject,
matters of liability and insurance vary according to state laws.
Therefore, specialized legal and insurance consultation should
be sought in order to comply with local requirements.

ADDITIONAL OPERATING COSTS

Direct costs of a PLANNED VOLUNTEER PROGRAM were out-
lined in the previous section of this handbook. Finding additional
money, regardless of how it will be expended, is generally a
problem for most rehabilitation facilities. Direct costs of the
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volunteer program should be built into the operating budget of
the facility. This practice evidences acceptance of the principle
that the volunteer program is an integral part of the facility’s
total operation.

Usual sources of funds should not be overlooked as means of
financing part, or all, of a PLANNED VOLUNTEER PROGRAM.
In addition, some facilities may have special sources of funding
available, depending on local circumstances.

Civic and service organizations might underwrite all, or cer-
tain, of the costs of a volunteer program. In some communities,
particular organizations or local foundations will provide funds
to help inaugurate new services on the basis of gradually reduc-
ing support. This often means an organization or foundation
will totally finance a new service, project, or program for the
first year; meet 50% of the costs during the second year; and
provide 25% of the budget for the third year. According to the
predetermined agreement, the service or program — after the
third year —is expected to be financed on the same basis as
other vital community services. In some instances, certain gov-
ernmental agencies are able to provide funds, through grants or
purchase of service contracts, that can help meet facility oper-
ating costs.

INCREASED POTENTIAL FOR DIFFICULT
WORKING RELATIONSHIPS

The possibility that tension and strained working relationships
may develop between volunteers and paid staff members is
another difficulty that must be realistically considered. Some
paid staff members may feel their job security is threatened by
the participation of non-paid persons. When a facility involves
volunteers from all segments of the population, differing value
orientations and life styles can cause conflict and troublesome
interaction.

The problem of difficult working relationships is rooted in
negative attitudes harbored by both paid staff and volunteers. A
number of measures can minimize, if not prevent, the develop-
ment of this problem. Basic to positive working relationships is
mutual understanding of each other’s roles, and mutual respect
for each other’s contributions to the facility’s program. The
purpose and operation of the volunteer program should be
carefully explained to all paid staff, with assurances that volun-



teers augment the activities of paid staff but under no circum-
stances supplant them. Application of the principles and pro-
cedures that are presented in other handbooks of this series will
increase the probabilities for pleasant and productive working
relationships flourishing among paid staff and volunteers.

ADDITIONAL POTENTIALLY DISRUPTIVE SITUATIONS

Itis important that consideration also be given to other realities
of a volunteer program operation that sometimes become minor
or major problems for leaders of rehabilitation facilities.

Volunteers often bring an “outside’” perspective into the
facilities they serve. Their intent to improve the programs with
which they identify may prompt them to offer proposals and
recommendations for changes in the volunteer program or in
the facilities’ operational procedures and policies. Sometimes
volunteers can become overly energetic or very zealous in their
questioning of policies and pursuit of change. This type of
activity, regardless of intent, can be upsetting to paid staff and
clients, and can be considered disruptive to the facilities’
operations.

On the other hand, many Executive Directors of facilities that
involve volunteers consider the introduction of new ideas and
suggestions to be a positive stimulant that prevents stagnation
and reduces complacency. Questioning and the offering of rec-
ommendations are encouraged through joint participative activi-
ties and organized channels. In these settings, facility leaders
value enthusiastic and imaginative volunteers for the ‘increased
and improved programs they generate. Volunteers are often com-
pared to a fresh breeze, and are recognized as a source of crea-
tive energy that helps facilities maintain dynamic growth and
progress.

Some volunteers have difficulty fitting into the organizational
pattern of the facility; they fail to comply with facility policies
and regulations or to participate in training programs; and some
disregard staff guidance and instructions. Certain volunteers are
unreliable about reporting for assignments at specified places or
times, while other volunteers are not consistent in the quality of
their work or the completion of tasks on schedule.

Fortunately, only a small proportion of volunteers reflect the
characteristics described above. Most of those who may exhibit
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one or more such traits early in their volunteer careers usually
respond to leadership actions that help them realize the conse-
quences of their behavior, and they begin to act more construc-
tively. This emphasizes the necessity for strong leaders who
perceive, and help volunteers to understand, that volunteers
must function as unpaid employees of the facility.

Preventing, or minimizing, potentially disruptive volunteer be-
havior can be accomplished through soundly organized and
capably conducted Orientation and Training programs. Poorly
instructed volunteers can be expected to generate the same kind
of problems as poorly instructed paid staff members. Recognition
of this reality reinforces the advantages of involving paid staff and
volunteers, together, in certain activities designed to prepare
personnel for participation in the facility program. A Volunteer
Manual and other informational materials can be distributed to
help each volunteer more fully understand facility policies and
volunteer program procedures. Application of constructive super-
vision by both key paid staff members and volunteer leaders will
encourage productive performance. Frequent expressions of
appreciation, and other appropriate types of informal or formal
recognition, promote positive attitudes and effectively motivate
individuals to improve their efforts.

Difficulties and problems are not unique to the organization
and operation of volunteer programs. Most of the situations
identified in this section occur within all agencies, facilities,
institutions, and organizations regardless of size or setting. It is
possible to prevent many problems from happening; it is feasible
to reduce or reverse the impact of most difficult and unproduc-
tive circumstances. Principal tools for prevention or reduction of
undesirable situations are: careful planning, skillful organization,
competent administration, adequate preparation, constructive
supervision, and flexible implementation.

THE CHALLENGE

One of the great challenges confronting contemporary leaders
concerns providing all individuals with opportunities to partici-
pate in the events and activities of our society. Rehabilitation
facilities represent one of the principal vehicles for enabling



people to realize their highest potentials for living and participat-
ing in mainstream social and economic structures. Through the
rehabilitation process, handicapped and disadvantaged persons
are helped to attain new levels of dignity and stronger feelings
of self-worth and purpose. This process recognizes the need
people have for association with other people, and the desire
of people to help others. In other words, rehabilitation applies
the fundamental principle of mutual helpfulness. At the heart of
this principle is volunteerism.

Volunteerism is a missing component in many rehabilitation
facilities, and is not highly developed in the majority of facilities.
By increasing the involvement of volunteers in their facilities,
and by improving the quality of their volunteer programs, leaders
of rehabilitation facilities have an unusual opportunity to expand
the entire scope and effectiveness of the rehabilitation process.
In addition, through PLANNED VOLUNTEER PROGRAMS, leaders
of rehabilitation facilities are in an extraordinary position to in-
crease the opportunities for, and the abilities of, more people to
participate meaningfully in our society.
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[ Volunteers] are to Democracy what circulation of the blood is to
the organism. They keep Democracy alive. They epitomize free-
dom and are to our society what the Bill of Rights is to the Con-
stitution which governs us. The health of a democratic society
may be measured in terms of the quality of services rendered
by citizens who act in obedience to the unenforceable’.

Eduard C. Lindeman

May He who has chosen to limit some of His children be merci-
ful enough to guide the hands of us entrusted with their care.

R. Wayne Mooers

All that we know about the individual and society, and much that
we know about the learning process suggest that the individual
actively participating is better than the individual inert or passive
—a better learner, a better citizen, a more complete person, a more
self-respecting individual.

John W. Gardner

Ask not what your country can do for you,; ask what you can do
for your country.

John F. Kennedy

A readjustment of historical outlook demands a corresponding
revision of historical study. Recapturing, if we can, an old-fashioned
mode of thought and feeling, let us confess, with great humility,
that through the providences of God, the historic achievement of
Western man has been to do something not simply for himself, but
for mankind as a whole —something so big that our own parochial
history is going to be swallowed up by the results of it. By making
history we have transcended our own history. Without knowing
what we have been doing we have taken the opportunity offered
to us. To be allowed to fulfill oneself is a glorious privilege for
any of God’s creatures.

Arnold ). Toynbee
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This series of handbooks has been prepared to assist with the organization
and administration of effective volunteer programs in rehabilitation facilities
serving handicapped and disadvantaged persons. Specific suggestions proposed
in the handbooks should be considered and applied in relation to circumstances
particular to each facility. Of fundamental importance is the recognition that
programs designed to serve people have greater potential for effectiveness if
they provide for and encourage innovation, flexibility, and individual initiative.
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CLASSIFICATION OF VOLUNTEER ACTIVITIES

Action is the theme of this handbook. Action that produces
beneficial results is the objective of organizing a PLANNED VOL-
UNTEER PROGRAM in a rehabilitation facility.

Clients of the facility must benefit from service performed by
volunteers. Paid staff of the facility are helped by the participa-
tion of volunteers. The volunteers should enjoy experiences that
are fulfilling and meaningful. The facility benefits from increased
community awareness of efficient and effective service being
provided to handicapped and disadvantaged persons.

Action can be more easily understood and more concretely
observed when the work performed is defined into jobs, respon-
sibilities, and projects. Thus, this handbook includes examples
of specific volunteer activities and assignments. Hopefully, this
presentation of numerous volunteer jobs will encourage and ex-
pedite the identification and outlining of many more volunteer
assignments and responsibilities. It is very important that volun-
tary action be explained in specific and concrete terms that are
relevant to each particular facility. For this reason, volunteer job
descriptions or service guides must ultimately be compiled by
paid staff, volunteers, and clients of each facility in keeping with
special needs and programs within their facilities.

Eight categories are employed to separate and classify volun-
teer activities:

¢ Direct Service

¢ Ancillary Services

¢ Recreational-Social Activities

® Administrative-Clerical Activities
® Social Action

¢ Public Relations

® Fund Raising

¢ Group Projects

The classification system proposed in this handbook reflects an
individual perspective and may require modification on the basis
of circumstances within each facility. In addition, it is necessary
that every volunteer job be described or outlined in consonance
with the needs of the clients and the best interests of the facility.
This approach supports revising categories and/or job descrip-



tions to produce information of the greatest value and meaning
to each rehabilitation facility.

It is recognized that the categories used in this handbook are
not precise enough to prevent overlapping or to enable the place-
ment of a specific volunteer job in only one category. The process
of classifying volunteer activities is relative and depends on per-
sonal interpretation and experience. Further, there are significant
differences inherent to facilities in terms of purpose, disabilities
served, historical patterns, etc. These differences make it very
possible for the same volunteer job to be classified Direct Service
in one facility and Recreational-Social Activities in another facility.

Job descriptions also provide for expression of personal pref-
erences. Styles for describing jobs and outlining activities are not
standardized, and leaders of local facilities can exercise options
that relate to their particular situations. Three styles of outlining
volunteer jobs, activities, and projects are included in this hand-
book in order to illustrate a few of the variations: Volunteer Job
Description, Volunteer Service Guide, and Group Project. In ad-
dition, within each of the eight categories a number of examples
are presented in summary form in order to offer many ideas and
stimulate innovative thinking about volunteer jobs.

To repeat, the theme of this handbook is action — voluntary
action. While it is recognized that voluntary action can take
many forms, the category of Direct Service is strongly emphasized
as the priority form of volunteering in rehabilitation facilities. This
emphasis is based on an awareness of the increasing needs of
handicapped and disadvantaged persons, and on an under-
standing of the limited human and financial resources available
to meet these needs. In addition, Direct Service volunteering is
emphasized because of commitment to the principle that a volun-
teer program must relate directly to needs of people, and because
of the conviction that the entire society benefits from the ex-
tensive practice of people helping people.

The primary objective of voluntary action in rehabilitation fa-
cilities must be to increase and improve services to the clients
of these facilities. This objective can be most effectively achieved
through Direct Service volunteering.



101 VOLUNTEER ACTIVITIES

DIRECT SERVICE

Direct Service volunteering refers to the performance by volun-
teers of activities that are considered directly related and essential
to rehabilitation programs of clients as specifically prescribed by
facility staff. In the process, volunteers (1) directly relate to cli-
ents of the facility, (2) directly assist paid staff with the provision
of services that facilitate client rehabilitation, or both.

Examples of Direct Service

Example 1
VOLUNTEER JOB DESCRIPTION

Title: Assistant to Psychology Service

Major Objectives: To assist the staff Psychologist with preparing
for, and administering tests to, specified clients of the facility.

Major Responsibilities: Organizing materials pertinent to tests as
indicated by staff Psychologist. Administering pencil-and-
paper tests, including reading the written instructions to ex-
aminees. Regulating the timing of tests as required. Supervising
examinees during testing period, including observing and ex-
plaining without becoming involved in the answering of test
questions. Scoring tests with the use of answer keys provided,
unless tests are machine scored.

Time: A minimum of six hours per week, based on two two-
hour testing sessions, plus one hour for pre-test organization
and one hour for post-test scoring.

Place: Usually psychological tests are administered at the fa-
cility. Under unusual circumstances, tests may be administered
in other locations, such as the client’s home.

Qualifications: Able to relate well to others. Able to give guid-
ance and support in a firm manner, while displaying warm em-
pathy and avoidjng any form of control. Able to exercise judg-
ment and feel confident about making on-the-spot decisions.
Willing to accept required preparation and able to accept di-



rections from paid staff. Willing to seek guidance from psy-
chology staff. College education is preferred but an interest in
learning this field will qualify a volunteer.

Preparation: A multiple-session workshop on psychological test-
ing must be completed. Each volunteer will engage in a mock-
testing situation before receiving placement and actual service
with the psychology staff.

On-the-Job Supervision: Each volunteer will work under the di-
rection of the facility’s psychology staff.

Example 2
VOLUNTEER JOB DESCRIPTION
Title: Speech Therapy Assistant

Major Objectives: To assist the Speech Therapist with organ-
izing individual and group activities that can help improve
clients’ abilities to verbally .communicate with others. To give
clients who seldom talk opportunities to express themselves
verbally, and to help them learn the art of convérsation
through practice.

Major Responsibilities: Meeting with small groups of clients and
facilitating discussion on topics of general interest. Encourag-
ing individual clients to study subjects of personal interest and
make presentations to the group. Assisting, under supervision
of the Speech Therapist, individual clients with exercises and
other activities that can help correct speaking difficulties. In-
formally conversing with clients in order to motivate verbal
expressions and help them develop speaking skills. Encourag-
ing social conversation among clients, and inviting individual
clients to assume leadership roles in group activities. Preparing
written reports upon requests of the volunteer’s supervisor.

Time: Two to four hours per week. Additional time may be-
come required for conferences with the Speech Therapist, or
for special activities with individual clients. Activities may be
arranged during late afternoon or evening hours, or on week-
ends.

Place: Speech therapy activities are to be conducted within the
facility whenever possible. Activities arranged in other loca-
tions must be approved by the Speech Therapist.



Qualifications: Ability to stimulate discussion and to draw others
into conversation. Knowledge of group discussion techniques
is desirable, and considerable experience in group discussions
is preferred. Knowledge of the principles of phonetics and the
physiological aspects of speaking is helpful, but not required.
Considerable patience is essential. Imaginative approaches to
organizing group discussions will be advantageous. Willingness
to become informed on many different topics of interest to the
clients. Ability to listen carefully. Good hearing is necessary.
A clear speaking style that is easily heard and understood is
important.

Preparation: Completion of the Volunteer Service Orientation
program. Attendance at briefing sessions conducted by the
Speech Therapist and at a required number of sessions during
which the Speech Therapist or an experienced Speech Therapy
Aide will be observed while working with clients. Attendance
at some Continuing Education programs is expected.

On-the-Job Supervision: All volunteers receive direction and
supervision from the Speech Therapist. Direct On-the-Job
Supervision may be performed by experienced Speech Therapy
Aides as delegated by the Speech Therapist.









vance to particular subjects. Informal testing may be conducted
in order to motivate clients and provide satisfaction through
achievement. Volunteers assist clients in preparing for formal
academic examinations.

Time: A minimum of two two-hour sessions per week. Some
time for friendly visiting should be considered, and supervisory
meetings require additional time to be scheduled. Late after-
noons, evenings, and weekends may be particularly convenient
or appropriate periods for educational activities with certain
clients.

Place: The facility is usually the location for educational activity,
although other sites may be more suitable or convenient.

Qualifications: A pleasant, warm personality and considerable
patience are essential traits. Knowledge in specific subjects and
willingness to develop supplemental materials are very helpful.
Particularly desirable is previous teaching experience in the
subjects identified by clients and staff.

Preparation: Completion of the Volunteer Service Orientation
course. The volunteers must participate in seminars conducted
by the Educational Therapist in which subject content is out-
lined and methods of facilitating learning are explained, ex-
amined, and practiced. Continuing Education sessions must be
attended as indicated by the Educational Therapist.

On-the-Job Supervision: General direction regarding policies and
procedures are provided by the Educational Therapist. Specific
assignments and outlined plans of study are approved by the
Educational Therapist. The performance of each volunteer is
directly supervised by Educational Therapy staff through in-
formal observation and scheduled conferences. Suggestions
and assistance may be obtained from experienced Educational
Therapy Assistants.

Example 5
VOLUNTEER JOB DESCRIPTION

Title: Social Service Aide

Major Objectives: To help reduce anxiety regarding personal or
family situations. To assist with the development of self-
confidence and positive attitudes. To help strengthen skills of



relating with other people. To facilitate arrangements connected
with employment, health, religious, or financial concerns.

Major Responsibilities: Visiting with clients assigned by the
Social Worker to increase the facility’s understanding of mat-
ters concerning the clients. Reinforcing clients’ feelings of com-
munity acceptance of, and interest in, them. Through discus-
sions with clients, the volunteers work to strengthen their
communication skills and improve their ability to relate with
other persons. Conversations include subjects, such as personal
difficulties, employment plans, family responsibilities, and eco-
nomic arrangements. Information and reactions are discussed
with the Social Worker, and next steps are outlined. If deter-
mined appropriate and advantageous, there might be com-
munication between the Social Service Aide and relatives of
the client, potential employers, community organizations, re-
ligious leaders, or other persons who can help the client in
some way. Brief and accurate records are maintained.

Time: A minimum of three hours per week per client assignment,
which should be adequate for visiting with the client, record-
ing, and telephoning outside resources. Additional time will be
necessary for supervisory conferences and collaborating meet-
ings with other facility personnel.

Place: The facility is the customary site for visits with clients.
However, meetings with other persons (and even the clients)
may be arranged outside the facility.

Qualifications: Some knowledge of psychology or behavioral
sciences is desirable. Experience in social service work, coun-
seling, or personnel management is advantageous. Essential
personal attributes include stability, sensitivity, discretion, pa-
tience, friendliness, and a cheerful disposition. Ability to main-
tain confidentiality of personal information is necessary. A
wide variety of successful life experiences is very helpful.
Willingness to be closely supervised by Social Work staff is
required.

Preparation: Orientation to the facility and the volunteer pro-
gram must be completed. Each volunteer must participate in
the series of seminars conducted by the Social Work staff.
Individualized briefings are provided in regard to specific
clients. Certain literature may be assigned as helpful reading.

On-the-Job Supervision: Each Social Service Aide is closely
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supervised by members of the Social Work staff. General policy
directions and basic guidelines are outlined by the Chief Social
Worker, who also determines specific client-volunteer and
volunteer-supervisor assignments.

Example 6
VOLUNTEER JOB DESCRIPTION

Title: Leader of Exercise Program

Major Objectives: To provide a regular program of physical
exercises for clients, especially clients who have recently been
confined to complete or partial inactivity. To give clients in-
dividualized attention within a framework of a group in order
that there are opportunities for socialization. To help clients
gain self-confidence through independent activity that pro-
vides potential for personal progress and increased proficiency.

Major Responsibilities: At the direction of the Physical Thera-
pist, organizing and conducting individual and group exercise
programs. Maintaining records on each client and frequently
reviewing progress. Discussing with clients their interests in
pursuing other exercises or different types of physical activities,
such as games or sports.

Time: Two to four hours per week. Additional time may be
necessary for conferences with the Physical Therapist and
other staff members, or for special activities with clients. Ac-
tivities may be scheduled during evenings or weekends.

Place: Exercise programs are to be conducted: at the facility,
unless other arrangements are appropriate and are approved
by the Physical Therapist.

Qualifications: Good health is essential. Specific knowledge of
anatomy and experience with exercise programs are desirable.
Understanding of, and practical experience in applying, prin-
ciples of learning, are helpful. Academic preparation and/or
participation in physical education, recreation programs, and
similar activities are preferred. Ability to relate well to persons
with physical or mental handicaps is required, along with a
high tolerance for patience and prolonged repetition.

Preparation: Completion of the Orientation program provided
for all volunteers. Pre-Job Training seminars are arranged and
conducted by the Physical Therapist. Recommended books



and manuals on exercise programs and specific disabling con-
ditions are assigned on an individual basis.

On-the-Job Supervision: Primary direction and supervision is
provided by the Physical Therapist. Special information and
assistance may be obtained from the staff Physician, Nurse,
Director of Rehabilitation, or other facility personnel.

Example 7
VOLUNTEER SERVICE GUIDE
Title: Vocational Evaluator Aide

Nature and Purpose: Vocational Evaluation consists of observa-
tion of a client’s performance on selected work samples and in
simulated work situations. By observing ability to learn, atti-
tudes, personality characteristics, work tolerance, manual dex-
terity, and work habits, it becomes possible to evaluate the
capacity of the client and determine his vocational potential.

Summary of Activities: Organizing the materials and arranging
settings related to particular work situations. Careful observa-
tion of the client’s performance and reactions to the selected
work samples and simulated work situations. Prompt and de-
tailed recording of observations for review by, and discussion
with, the staff Vocational Evaluator. A semi-structured record-
ing form is provided as a general guide.

Performance Requirements:

QUALIFICATIONS — Ability to concentrate and to detect
slight physical deficiencies, minor expressions, or actions
that are exhibited by clients during performance on work
samples and in simulated work situations. Good eyesight
and hearing. Extensive work experience, preferably in a
variety of settings. Some previous supervisory responsibility
is desirable. Ability to be objective, and to refrain from
subjectively interpreting observations in the process of
recording.

PREPARATION — Attendance at three seminars conducted by
the staff Vocational Evaluator. One seminar considers the
process of vocational evaluation, the second is concerned
with observation, and the third concerns recording. Each



seminar includes a practice session. Every volunteer will
accompany the staff Vocational Evaluator or an experienced
Vocational Evaluator Aide for several weeks until he demon-
strates sufficient competence to be independently placed.
Skills will be improved through Continuing Education pro-
grams.

TIME AND PLACE — Each Vocational Evaluator Aide must agree
to serve a minimum of three hours per assignment which
is usually scheduled in advance. If recording requires more
time, the volunteer must arrange to complete all recording
within 24 hours of each assignment. Observation-evaluation
activities usually are performed at the facility. However,
volunteers should be able and willing to serve in other lo-
cations if this is necessary or appropriate.

Relationships: Pre-Job Preparation and On-the-Job Supervision
are received from the staff Vocational Evaluator. Continuing
Education programs are conducted by qualified persons who
may or may not be employed by the facility in which the
volunteer is serving. Throughout his period of service, the
volunteer is responsible to the staff Vocational Evaluator for
performance of specific assignments, and relates to the Director
of Volunteer Services for administrative matters, such as volun-
teer records and placement satisfaction.

Example 8
VOLUNTEER SERVICE GUIDE
Title: Counseling Aide

Nature and Purpose: Counseling is a continuous process of inter-
action that strives to identify client interests and abilities, to
strengthen positive attitudes about self and society, to appraise
vocational realities with reference to client assets, and to
facilitate personal and social adjustment to’ immediate and
future situations. Through friendly and non-authoritarian ex-
change of ideas and experiences, clients are helped to under-
stand their potential and the knowledge, skills, and attitudes
that are necessary to progress in realizing their potential.

Summary of Activities: Regularly visiting with the client accord-
ing to a schedule approved by the Rehabilitation Counselor.



Engaging in conversations that are free-flowing on the basis of
the client’s interest, occasionally introducing specific subjects
as directed by the Rehabilitation Counselor. The volunteer
honestly expresses personal ideas and shares knowledge and
experiences which can help the client. Information is obtained
about subjects of interest to the client and is shared with ap-
proval of the Rehabilitation Counselor. Special emphasis is
given to improving the client’s self-confidence, praising the
client’s progress, and reinforcing positive attitudes. Summary
reports are prepared and reviewed with the Rehabilitation
Counselor. The Counseling Aide does not offer formal coun-
seling, advice, or guidance to clients.

Performance Requirements:

QUALIFICATIONS — Ability to relate easily to people with
physical, mental, or social handicaps. Ability to listen and
remember accurately. Capacity to be patient and non-judg-
mental in relation to client interests and attitudes. Success-
ful work experience is desired, and participation in com-
munity activities is preferred. Knowledge of factors that
influence motivation and behavior is helpful. Academic pre-
paration or experience in the fields of psychology, social
work, nursing, or personnel management can be very ad-
vantageous. Volunteers must be able to maintain the con-
fidentiality of personal information about clients.

PREPARATION — Completion of a special training course con-
ducted by the Rehabilitation Counselor and other staff mem-
bers is required unless the volunteer has equivalent educa-
tion or acceptable experience.

TIME AND PLACE — A schedule is arranged between the Re-
habilitation Counselor and the volunteer. Visits with clients
are usually expected to be a minimum of one hour. Addi-
tional time is required for summary report preparation,
supervisory conferences, special meetings, and Continuing
Education programs. The volunteer is expected to remain a
Counseling Aide for at least one year. Visits with clients can
be arranged at any appropriate and mutually convenient
location. Supervisory conferences and Continuing Educa-
tion programs are usually held at the facility.

Relationships: On-the-Job Supervision is received from the Re-
habilitation Counselor. The Counseling Aide may occasionally



confer and cooperate with other paid staff or volunteers of the
facility or in other community organizations. Orientation to
the facility and the volunteer program is received from the
Director of Volunteer Services, who continues to relate to the
volunteer for the ‘purposes of evaluation, recognition, and
other administrative matters.

Example 9
VOLUNTEER SERVICE GUIDE

Title: Recreation-Socialization Program Specialist

Nature and Purpose: Recreation-Socialization Programs are de-
signed to provide clients with personalized and group-oriented
opportunities to improve their skills of communication, co-
operation, and participation through activities that offer re-
habilitative benefits and enjoyment. Clients have fun while
they perform physical and mental activities that have personal
learning and developmental values. Through interaction with
others, clients become better adjusted to social situations and
group conditions. Program structure is flexible to permit ex-
pression and progress related to individual interests and abili-
ties. Clients are encouraged to participate and try new experi-
ences, receiving support and praise to reinforce positive
progress.

Summary of Activities: Organizing games, arts and crafts, and
other activities that have been planned by the Occupational
Therapist. Engaging clients individually or in groups in arts and
crafts projects, games, discussions, hikes, tours, etc. Projects
and activities are increased in terms of difficulty or intensity as
the clients’ abilities improve. Changes and special develop-
ments are noted and shared with members of the Occupational
Therapy staff.

Performance Requirements:

QUALIFICATIONS — Good health and stamina. Patience. A
warm, friendly personality and the ability to stimulate and
maintain conversation. Must be willing to learn new games
and various skills with arts and crafts materials. There is
need to exercise discretion and be flexible in terms of modi-
fying rules or procedures related to games and other activi-
ties. Must be able to display a positive example in regard to



consideration of other persons, good sportsmanship, coop-
eration, and facilitating equal participation.

PREPARATION — Orientation to the facility and volunteer
program must be completed prior to beginning service.
Understanding of the philosophy of Occupational Therapy
and the development of special skills or attitudes will be
obtained through seminars conducted simultaneously dur-
ing the early weeks of service. Initially, a beginning volun-
teer will assist a staff member or experienced Specialist.

TIME AND PLACE — Regular visits by the volunteers are
scheduled by the Occupational Therapy staff. Each visit
usually lasts two hours, and should include time for a con-
ference with a supervisor. Recreation-Socialization activities
generally occur at the facility. However, special events, such
as tours, may be arranged outside the facility.

Relationships: Orientation to the facility and the volunteer pro-
gram is arranged by the Director of Volunteer Services, who
maintains contact with the volunteer for purposes of record
keeping, recognition, evaluation, and reconciliation of any
problems. Pre-Job Training and On-the-Job Supervision are
provided by members of the Occupational Therapy staff.

Other Examples of Direct Service

Many other activities that volunteers perform can be listed
under the category of Direct Service. The following list includes
examples selected to illustrate the range of ways in which volun-
teers can assist facility staff members and/or directly help handi-
capped and/or disadvantaged persons achieve increased fulfill-
ment.

Example 10. Physical Therapy Aide. Assists clients with use of

special equipment. Under direction of therapy staff, helps
manually move or exercise limbs and muscles of clients.

Example 11. Vocational Skills Specialist. Coaches clients in prac-

ticing many skills that are basic to employment, such as using
the telephone, operating elevators, using copying machines,
etc.

Example 12. Vocational Adjustment Aide. Helps clients become
accustomed to, and proficient at, punching time clocks, follow-
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ing written or oral instructions, understanding work environ-
ment routines, and practicing safety procedures.

Example 13. Interpreter for Deaf Persons. Volunteers who know
the sign language assist in specific situations, such as religious
activities, with community medical personnel, at meetings, and
when there is need for communication in stores or other
agencies.

Example 14. Intake Aide. Greets persons making first contact
with facility. Asks certain basic questions to obtain background
information and determine reason for person seeking help.
Explains procedures and helps with forms in situations that
apply. Types information sheet for files, maintains records of
telephone calls for information by prospective clients, and
follows up on unreturned forms or clients who miss appoint-
ments.

Example 15. Reader to Blind Students. Reads material on aca-
demic subjects from reference books or publications not avail-
able in Braille. Discusses material with students and informally
quizzes them for understanding and mastery.

Example 16. Homemaking Skills Specialist. Assists clients to de-
velop proficiency and confidence in performing one or more
of the homemaking skills, such as sewing, cooking, ironing,
etc. May continue after client is no longer served by the facility
on a regular basis.

Example 17. Assistant to Instructor of Deaf Persons. Helps deaf
persons to learn essential hand signs and skills of social be-
havior, and to develop confidence in relating to non-deaf
persons.

Example 18. Sheltered Workshop (or Work Activities Center)
Aide. Helps staff supervise clients who are performing simple
repetitive jobs, such as sorting, assembling, binding, collating,
and stuffing.

Example 19. Aide to Professional Development of Blind Staff
Members. Reads selected articles from professional journals or
other publications to blind staff members. May obtain addi-
tional reference materials for supplemental reading.

Example 20. Personal Development Specialist. Helps clients im-
prove their appearance in terms of clothing, hair, use of cos-




metics, weight, posture, and neatness. Promotes understand-
ing of positive social behavior and the value of positive atti-
tudes. Assists with the development of self-confidence and
ability to relate satisfactorily with other persons.

Example 21. Aide to Placement Director. Visits selected com-
panies and discusses existing or potential opportunities for
employing handicapped and disadvantaged persons. Helps
employers understand benefits of employing handicapped per-
sons. Informs Placement Director about results of visits and
discussion. Works closely with governmental agencies.

Example 22. Community Orientation Guide. Helps clients be-
come acquainted or reacquainted with normal facets of com-
munity life by organizing and conducting tours of special
interest or meaning.

Example 23. Medical Clinic Assistant. Assists with operation of
medical clinic program by helping prepare clients for treat-
ments, examinations, or other services. At direction of paid
staff, assists with specific procedures.

Example 24. Special Interests/Needs Instructor. Provides instruc-
tion in relation to special interests or needs of clients, such as
automobile driving, dancing, typing, first aid, gardening, etc.

Example 25. Group Discussion Leader. Through group discus-
sions, provides clients with opportunities to practice partici-
pating in group activities, to improve skills in conversing with
others, to increase knowledge and understanding of interesting
subjects, and to develop poise and self-confidence in social
activities.

Example 26. Client Sponsor. Provides friendship and support to
clients who have completed rehabilitation programs and are
engaged in functioning as independently as possible within the
general community. Can assist with travel to recreational and
cultural events, adjusting to employment situations, and any of
the other aspects of daily living.

Example 27. Big Brother/Big Sister. Provides friendship to young
clients, particularly individuals who have only one parent or
none at all. Serves as companion on trips or during special
activities. Encourages personal development, especially in
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terms of socialization, grooming, academic education, and
special interests.

Example 28. Music Specialist. Motivates clients to participate in
group or individual musical activities that have therapeutic
value in terms of social, physical, or personal needs. Individual
assistance may be arranged.

EXPANDING TECHNICAL AND PROFESSIONAL SERVICES

It is very important to call attention to the great potential for
expanding technical and professional services within rehabilita-
tion facilities through the involvement of qualified volunteers.
There are many retired therapists, nurses, counselors, psycholo-
gists, and other professional persons who can be recruited to
voluntarily participate in programs serving handicapped and dis-
advantaged persons. It will be necessary to carefully outline re-
sponsibilities and supervisory relationships. The benefits can be
substantial, especially in facilities that experience difficulty in
employing or retaining sufficient paid staff members who are
qualified to provide essential rehabilitation services.

Retired professionals may need refresher courses or special
On-the-Job Training to bring their competence up to current
standards. However, their retired status makes it possible for
them to serve more hours than the average volunteer. In addi-
tion, retired professionals can often be called to help out in
emergencies and during periods when paid staff are absent from
facilities.

Professional persons who are actively employed should also be
recruited to participate on a voluntary basis. Counselors, psy-
chologists, therapists, health personnel, and persons with tech-
nical skills relevant to rehabilitation programs are employed in
universities, research organizations, and other settings as well as
traditional facilities. As in the case of retired professionals, super-
visory relationships and responsibilities must be carefully out-
lined and clarified.

There is immeasurable potential for expanding services to
handicapped and disadvantaged persons by involving qualified
professionals and technicians as volunteers in rehabilitation fa-
cilities, particularly in Direct Service volunteering. It is unfortu-



nate that efforts of this nature have been so minimal in the past.
It will be tragic and inexcusable if action is not promptly and
vigorously taken to increase volunteer participation by individuals
with professional and technical skills of direct relevance to
rehabilitation programs.

ANCILLARY SERVICES

This category includes services frequently referred to as “extras”
not directly related to the facility’s primary program, or often
explained as being beyond the scope of services considered es-
sential to the facility’s rehabilitation program. Through these
efforts, volunteers enable the facility to be more responsive to
special needs and interests of clients, and the operation of the
facility is extended beyond the range of services given priority
status in relation to regularly budgeted financial resources.
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classification. Preparing periodic listings of available materials
and circulating these among clients. Maintaining the card file.
Issuing books, magazines, and other materials to eligible
clients, and following up regarding overdue items. Assisting
clients with determining materials suitable to their interests
and abilities. Encouraging and cooperating with literacy and
tutoring programs. Helping clients become familiar with library
procedures and developing confidence in the use of commu-
nity libraries.

Time: A minimum of three hours per week. Additional time may
be required during periods of reviewing current materials and
substituting large quantities of reading materials.

Place: The library is located within the facility. Most volunteer
service connected with the library will occur within the facility.
However, certain assignments may be performed within the
homes of volunteers, such as preparing listings and printing
numbers or letters on new materials. Periodically, clients can
be accompanied on special trips to community libraries.

Qualifications; Special knowledge or experience related to li-
brary operation is particularly advantageous. Personal enjoy-
ment of reading and awareness of many different forms of
reading materials. Ability to exercise patience and courtesy in
relating to people. Capacity to be sensible and sensitive about
advising clients regarding selection of reading materials. Ability
to maintain accuracy and approach assignments in an orderly
manner. Ability to handle heavy books and place materials on
shelves.

Preparation: Completion of the Volunteer Orientation program.
Participation in seminars with facility staff and experienced
Library Specialists. Reading on library operation, visits to li-
braries, and other specific activities might be assigned. Specific
preparation is obtained through On-the-job Training.

On-the-Job Supervision: Pre-Job Training is arranged by the
Director of Rehabilitation, to whom all Library Specialists are
responsible during their active participation. On-the-Job Train-
ing may be performed by experienced Library Specialists.
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portation schedule to be followed. It may be determined
appropriate for a new Transportation Aide to accompany
an experienced Aide on a few trips before receiving indi-
vidual assignments.

TIME AND PLACE — The schedule and minimum time re-
quired will be outlined on the basis of each assignment. The
places will also vary with the assignment. Transportation
Aides are requested to agree to a regular schedule, although
some volunteers may be asked to accept special “on call”
assignments. An average assignment requires a minimum of
four hours per week.

Relationships: The Director of Volunteer Services will arrange
Orientation to the facility and volunteer program, and will
continue to relate to Transportation Aides for purposes of
record keeping, evaluation, recognition, and program situa-
tions that may arise. Pre-Job Training and On-the-Job Super-
vision will be provided by the Rehabilitation Counselor.

Other Examples of Ancillary Services

Example 31. Braille Transcriber. Uses special typewriter to com-
pile books that can be read by blind persons who know the
Braille alphabet. Both fiction and non-fiction publications are
transcribed by volunteers in their own homes.

Example 32. Reception Room Host/Hostess. Helps maintain a
comfortable and pleasant atmosphere in the reception room
of the facility by engaging persons in conversation, playing
table games, and serving light refreshments.

Example 33. Tour Guide. Accompanies handicapped and dis-
advantaged persons on tours and trips of general interest.

Example 34. Consumer Education Specialist. Provides informa-
tion and guidance on products of interest or particular benefit
to handicapped persons. Offers suggestions on ways to pur-
chase all types of necessities and other merchandise in the
most economical manner possible.

Example 35. Income Tax Returns Assistant. Assists handicapped

persons with the preparation of Income Tax Return ferms, and
with obtaining of benefits.
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Example 36. Hair Styling Specialist. Visits the facility and pro-
vides free hair styling and advice on hair care.

Example 37. Friendly Visitor. Adds friendship and companion-
ship to the lives of handicapped persons (particularly home-
bound individuals) by regularly visiting them in their places of
residence. The visits may include conversation, listening, help-
ing with letter writing, playing table games, or accompanying
the persons on short trips.

Example 38. Dietetic Specialist. Assists with the planning of
nourishing menus for preparation within the facility and helps
with ordering of foods. Also confers with individual clients
about preparing nutritional, yet economical, meals within their
homes.

Example 39. Playroom Specialist. Cares for children while par-
ents have interviews with counselors or other facility staff
members. (The children or the parents might be clients or
prospective clients of the facility.)

Example 40. Girl Scout/Boy Scout Leader. Provides direction

and leadership to the operation of a Scout program (or other
character developing program) involving facility clients.

Example 41. Religious Liaison. Helps facilitate, coordinate, and
expand opportunities for handicapped persons to participate in
worship services and other religious activities, according to
personal interest and preference.

Example 42. Shopping Assistant. Accompanies handicapped per-
sons during shopping trips, and assists with evaluating, pur-
chasing, and transporting merchandise. On certain occasions,
the volunteer might actually perform all the shopping activities
at the request and direction of the client.

Example 43. Repair Technician. Provides skilled service to repair
and maintain special equipment, such as Braille transcribing
machines, Talking Book machines, TV sets, intercom units, test-
ing equipment, etc. Also can involve repairing of hearing aids,
broken glasses, wheelchairs, and prosthetic devices.

Example 44. Fire Prevention Specialist. Qualified persons, such as

retired firemen, conduct periodic, unofficial inspections of the
rehabilitation facility to spot fire hazards and recommend ways
to improve safety against tragedies by fire. Also provide in-




struction and tips to handicapped persons on how to conduct

fire inspections within their homes and residences.

RECREATIONAL-SOCIAL ACTIVITIES

This category refers to volunteering which has a primary ob-
jective of providing clients with enjoyable experiences and op-
portunities for constructive use of leisure time. While there may
be beneficial by-products, this type of volunteer participation
is not considered essential to rehabilitation programs of clients
as specifically prescribed by facility staff.

Examples of Recreational-Social Activities

Example 45
VOLUNTEER JOB DESCRIPTION

Title: Bowling Instructor

Major Objectives: To stimulate client enjoyment in a form of
recreation while providing an opportunity to develop a sports
skill. To give clients the experience of socializing in a group
during a fun activity. To help them feel at ease with other
people in a non-work setting. To encourage friendly competi-
tion and develop attitudes of sportsmanship. To promote self-
confidence in participation in community recreational pro-
grams, and pleasure in sharing an enjoyable activity with others.

Major Responsibilities: Upon approval, and under the supervi-
sion, of the Recreation Therapist, the volunteer encourages
clients who are able and interested to participate in a bowling
program. Arrangements are made with a local bowling enter-
prise, or whatever facility might be equipped for bowling.
Transportation is organized. Group and individual instruction
is provided. Personal assistance is given when requested or
needed. Special techniques are suggested. Clients are taught
how to keep score. Advice is extended when personal bowling
equipment is desired; otherwise, arrangements are made to
provide equipment as needed.

Time: A minimum of four hours per week. This includes trans-

portation time for an occasional conference with facility staff.
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Additional hours might become involved if special client inter-
est suggests individual help with certain aspects of the sport.
This activity might be scheduled for evenings or weekends.

Place: A local bowling enterprise, or some special facility that is
equipped for bowling.

Qualifications: Knowledge and experience related to the sport
of bowling. Ability to exercise patience, to clearly explain the
sport of bowling, and to demonstrate how to bow! and how to
keep score. A pleasant personality and a cheerful disposition.
A personal philosophy that can de-emphasize competition and
favor sportsmanship. It is advantageous if the volunteers can
provide transportation for themselves and the clients. Good
health, adequate strength, and stamina are required.

Preparation: Completion of Orientation program. Meetings with
facility staff are necessary to understand the capacities and
limitations of clients interested in bowling. Attendance at
selected Continuing Education programs is expected.

On-the-Job Supervision: Orientation to the facility and the vol-
unteer program is provided by the Director of Volunteer
Services. Pre-Job Training is provided by facility staff who are
knowledgeable about the clients interested in bowling, and
the Recreation Therapist. On-the-Job Supervision is jointly
performed by the Director of Volunteer Services and the
Recreation Therapist.






square dancing. They either serve as, or arrange for, callers,
They arrange for an adequate physical setting and obtain
appropriate recordings plus other required equipment. Trans-
portation is also arranged, if necessary. The volunteers provide
instruction and participate in the dancing, offering special
assistance or individual attention whenever needed. Refresh-
ments are provided as appropriate. Other square dance groups
might be invited to demonstrate their routines and participate
in a joint program of square dancing and exchanging special
steps. If special costumes are desired, the volunteers help
clients make or obtain them. Performances before other clients
or organizations might be arranged and coordinated.

Performance Requirements:

QUALIFICATIONS — Knowledge and experience in square
dancing are required. Ability to instruct others and exercise
patience is necessary. A cheerful personality and positive
disposition are needed. Some skill at calling square dances
is desirable. Ability to provide transportation is advanta-
geous. Good health is necessary. The ability to be flexible
and encourage creative expression is desirable.

PREPARATION — Orientation to the facility and the volunteer
program must be completed. Essential and helpful informa-
tion must be obtained about individual clients and their
specific circumstances in order that the volunteer is pre-
pared and can accurately arrange activities.

TIME AND PLACE — Two to four hours per week is an average
amount of time for Square Dancing Teachers. Additional
time may become necessary for supervisory conferences,
individual instruction, or arranging special events. Square
dancing might occur within the facility or arrangements
might be made with conveniently located recreation cen-
ters, churches, or community agencies. This activity might
be appropriately scheduled during evenings or weekends,
especially if there is interest in joint programs with other
groups and organizations.

Relationships: Orientation is received from the Director of Vol-
unteer Services. Square Dancing Teachers are responsible to,
and receive supervision from, the Rehabilitation Counselor.



Other Examples of Recreational-Social Activities

Example 47. Choral Group or Glee Club Leader. Helps organize
clients into a Choral Group or Glee Club. Assists with selec-
tion of music, obtaining music and musical accompaniment,
and provides direction to the development of satisfactory
group singing.

Example 48. Book Club Coordinator. Assists with the organiza-
tion, program planning, and meetings of the facility Book Club.
Helps encourage membership in the club and stimulates inter-
est among the clients in reading, reviewing, and discussing
popular books.

Example 49. Party Coordinator. Assists with the organization,
planning, and implementation of parties, picnics, or other cele-
brations involving clients of the facility.

Example 50. Arts and Crafts Instructor. Provides instruction and
encouragement to clients interested in ceramics, weaving,
soap carving, painting, or leather work.

Example 51. Recreational Activities Assistant. Helps with instruc-

tion in and practice of activities, such as swimming, shuffle--

board, basketball, horseshoe pitching, badminton, etc. Indi-
vidual assistance can include how to keep score, referee, etc.

Example 52. Hobby Specialist. Provides guidance and completes
arrangements that encourage and facilitate development of
hobbies, such as coin collecting, photography, astronomy, etc.

Example 53. Sewing Instructor. Provides instruction in pattern
reading and fitting, hand sewing, machine sewing, mending,
alterations, and special interests, such as knitting, needlework,
etc.

Example 54. Table Games Specialist. Encourages and assists with

the playing of table games, such as checkers, chess, cards,
puzzles, etc.

Example 55. Entertainer. Provides an hour or more of entertain-
ment, such as singing, piano playing, dancing, magic tricks,
travelogues, skits or short plays, etc.

Example 56. Movie Projectionist. Operates movie projector and
supervises the showing of movies of specific interest to clients.
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ADMINISTRATIVE-CLERICAL ACTIVITIES

This type of volunteering refers to jobs and responsibilities that
help increase the efficient management of rehabilitation facilities.
This includes preparation of information materials, secretarial
work, maintaining records, program evaluation, strengthening
inter-organizational relationships, and other similar functions that
facilitate the provision of professional and technical rehabilita-
tion services.

Examples of Administrative-Clerical Activities

Example 57
VOLUNTEER JOB DESCRIPTION

Title: Compiler of Facility Documents

Major Objectives: To gather information on specified subjects,
such as the history of the facility, the organization and opera-
tion of the facility, personnel policies, a directory of facility
staff members, a directory of community agencies that cooper-
ate with the facility, etc. To compile specific information into
convenient and attractive documents for distribution to facility
personnel and members of the Board of Directors. To revise
facility documents at appropriate intervals.

Major Responsibilities: Working closely with designated staff
members, the volunteer outlines the content of the specified
document. Information pertinent to the specific subject matter
is located, collected, and reviewed. The volunteer compiles
appropriate information into an attractive and orderly manual,
notebook, or other form of document. Some of the informa-
tion may be originally developed by the volunteer, while other
material is adapted from the information collected. After the
facility leadership has approved the document, the volunteer
may assist with its duplication.

Time: Each document is accepted as a total assignment. Usually a
deadline for completing a final draft is scheduled, and the
amount of time per week is organized accordingly. More time
may be necessary for locating and collecting information than
will be involved in actual compilation and writing.



Place: Much of the work to locate information will be per-
formed at the facility, other community agencies, or reference
sites, such as libraries. The actual writing and compiling can
be done at any location convenient to the volunteer.

Qualifications: Writing ability and experience are important.
Knowledge about the specific subject matter is advantageous.
Artistic talent is helpful. Capacity for original and creative
thinking is desirable. Willingness to search for information and
confer with different persons is necessary. Acceptance of the
importance of accuracy and relevance is essential.

Preparation: Orientation to the facility and the volunteer pro-
gram is provided by the Director of Volunteer Services. Under-
standing of the material to be included in the document is
obtained through discussions with appropriate staff members
and facility leaders. Reading of similar or related materials is
expected.

On-the-Job Supervision: The volunteer is responsible to the
Executive Director of the facility or the person designated to
be in charge of the project. Supervisory meetings are arranged
as appropriate or necessary.

Example 58
VOLUNTEER SERVICE GUIDE

Title: Research Assistant

Nature and Purpose: Two types of knowledge very important to
evaluation of facility operation are (1) knowing how particular
programs are functioning, and (2) determining the results of
certain programs. Inherent to obtaining both types of knowl-
edge is the collection and tabulation of data. The right data
must be carefully collected and accurately tabulated. The gath-
ering and processing of data is very time-consuming, and in-
volves systematic activity on a regular basis.

Summary of Activities: Reviewing records, files, reports, and
other written materials. Interviewing clients, paid staff, volun-
teers, family members, employers, or whoever is the best
source of information. Recording the data in an organized
manner, according to the format established prior to the col-
lection process. Tabulating the data according to instructions.
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Performing specified mathematical procedures (addition, mul-
tiplication, division, etc.). Preparing summary sheets or reports.

Performance Requirements:

QUALIFICATIONS — Accuracy and reliability are required
characteristics. Ability to preserve confidentiality is essential.
Legible writing is desirable. Mathematical skills are neces-
sary. Ability to operate adding machines, calculators, etc. is
helpful. Knowledge and skills in statistics and computer
operation are highly advantageous. Academic preparation
and experience in research methodology are very desirable.

PREPARATION — Orientation to the facility and the volunteer
program is provided by the Director of Volunteer Services.
Research Assistants must meet with appropriate facility staff
members to gain procedural knowledge, understanding,
and background of the subject under study. Reading of
pertinent literature or review of similar studies is expected.

TIME AND PLACE — The time required for this type of activity
varies according to the nature of the study. Some form of
regular schedule should be arranged, especially if a dead-
line is established. Most of the work is performed where the
sources of information are located. The flexibility of time in
terms of evenings or weekends depends upon the avail-
ability of information sources.

Relationships: Research Assistants meet and work with many
different people, including some who are not affiliated with
the facility. Orientation to the facility and volunteer program is
provided by the Director of Volunteer Services. Pre-Job Train-
ing and On-the-Job Supervision are received from the paid
staff person who has responsibility for the study.

Other Examples of Administrative-Clerical Activities

Example 59. Records Specialist. Persons with specialized knowl-
edge periodically study the facility’s record keeping system and
recommend procedures for improvement,

Example 60. Cataloger of Literature. Maintains a cross indexing
system for books, journal articles (reprints), and other materials
determined by staff to be relevant to professional and technical
rehabilitation services. The volunteers involved in the activity
might also read literature recommended by staff and prepare




brief abstracts or summaries that are integrated into the cata-
loging system.

Example 61. Personnel Consultant. Volunteers with special
knowledge and experience in personnel management review
staff organizational charts, job descriptions, salary ranges and
classification systems, personnel policies, etc., and recommend
revisions or other actions.

Example 62. Historian. Maintains the official facility scrapbook
with responsibility for attractively mounting and accurately
identifying newspaper clippings, important announcements,
programs from special events, etc. The volunteer or volunteers
fulfilling this assignment may review papers and materials, and
exercise judgment in the selection of materials to be included.

Example 63. Inventory Assistant. Helps conduct periodic inven-
tory of supplies, equipment, and other property related to
facility operation. This inventory review may include account-
ing for supplies used, and checking operating condition of
equipment.

Example 64. Safety Consultant. Persons with special knowledge

- and experience periodically tour the facility to inspect for
existing or potential safety hazards. Inspections might reveal
need for action to correct unsafe situations, in which case
recommendations are submitted.

Example 65. Aide to Contract Department. Visits businesses and
organizations for which the facility recently completed con-
tract work. Inquires about degree of satisfaction regarding all
aspects of performance on the part of the facility and reports
findings to Director of Contract Department. Other activities
might include scouting for new contracts and reporting poten-
tial leads to facility staff.

Example 66. Community Liaison. Working closely with the Exe-
cutive Director, specific volunteers strengthen relationships
and cooperation between the facility and other voluntary
organizations and governmental agencies. Activities include
informal visits and attending official functions as facility
representatives.

Example 67. Administrative Assistant. Helps with the preparation
and filing of important reports to official agencies and organi-
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zations. Coordinates travel schedules and arrangements for
facility staff. Assists with the preparation and distribution of
“meeting notices, minutes, and other materials related to Board
of Directors or Advisory Council operations.

SOCIAL ACTION

Social Action involves efforts to bring about changes or prevent
changes in conditions and situations important to the welfare of
handicapped and disadvantaged persons. Volunteers perform
such activities as supporting or opposing legislation, attempting
to influence official or informal policies, and promoting public
concern about obstacles to effective rehabilitation programs.

Examples of Social Action

Example 68
VOLUNTEER JOB DESCRIPTION
Title: Coordinator of Policy Meetings

Major Obijectives: To organize and arrange meetings between
rehabilitation leaders and individuals who can formulate or
change policies important to the living conditions experienced
by handicapped and disadvantaged persons. To facilitate dis-
cussion and continuing communication between rehabilitation
and community leaders. To encourage and expedite follow-up
action.

Major Responsibilities: Working with rehabilitation leaders on
the identification of specific concerns. Helping to outline and
plan the content and format of meetings. Securing the meeting
locations and handling related arrangements. Arranging for
notification of invitees and preparation of materials. Obtaining
persons to assume leadership and other active roles during
the meetings. Stimulating and assisting follow-up correspon-
dence and communication. Collaborating on appropriate and
necessary actions. Maintaining records on official and informal
activities. Preparing reports.



Time: Varies with the nature of the activity and the status of the
project. There are periods when almost full-time effort will
be required.

Place: Much of the work can be performed from the volunteer’s
office or home. This activity also requires visits to, and meet-
ings at, the facility and many other places in the community.

Qualifications: Knowledge of community leadership is neces-
sary. Previous experience in community activities is helpful.
Ability to write and speak well is desirable. Ability to manage
many details simultaneously is required. Ability to proceed in
an orderly fashion is preferred. A pleasant personality and
capacity to remain calm under pressure are essential.

Preparation: (For illustrative purposes, a meeting has been ar-
ranged between rehabilitation leaders and managers of several
large department and grocery stores. The issue is that the lack
of ramps and the styles of doorways make it difficult for handi-
capped persons to enter and shop at these stores.) The coor-
dinator of Policy Meetings receives background information and
guidance from facility staff, rehabilitation leaders, and handi-
capped persons. Reading of pertinent literature is expected.
On-site visits are made to several of the stores for direct obser-
vation. Procedures and suggestions for meeting arrangements
and implementation are explained by facility staff and experi-
enced volunteers.

On-the-Job Supervision: The Coordinator of Policy Meetings is
responsible to, and supervised by, the Executive Director or his
designate. In some instances, responsibility and supervision are
joint activities of facility staff and facility volunteer leaders.

Other Examples of Social Action

Example 69. Monitor of Legislative Activity. Reviews legislative
proposals of relevance to the facility’s interests. Reviews re-
cently enacted legislation and reports on legislation of rele-
vance to the facility’s operation. Attends pertinent sessions of
legislative bodies to observe participation and increase under-
standing of legislative activity.

Example 70. Coordinator of Voter Registration. Organizes cam-
paign to encourage handicapped persons to register and be-
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come qualified voters. Arranges transportation and other mea-
sures as appropriate.

Example 71. Writer of Position Papers. Compiles information on
issues and concerns identified by facility leadership. Prepares
position papers for review and approval by the facility’s lead-
ers. Position papers may become bases for legislative proposals
or other types of action.

Example 72. Coordinator of Legislative Communication. Recruits
individuals for the purpose of communicating with legislators
on specific matters of interest to the facility. (Legislators might
be city council members, county commissioners, members of
state legislatures, or local representatives in Congress.) Pro-
vides information and coordination, and keeps team members
informed of results.

Example 73. Coordinator of Building Examination Program.
Works closely with local and state Committees on Employment
of the Handicapped in mobilizing teams of volunteers for the
purpose of surveying public buildings and commercial enter-
prises to determine the extent of accessibility. Provides instruc-
tion and direction prior to, and during, the volunteers’ partici-
pation in this program. Reviews reports of, and confers directly
with, team members before awarding the international symbol
for accessibility to buildings and offices that meet the stand-
ards. Arranges appropriate publicity. Maintains files and initi-
ates periodic programs of reexamination.

PUBLIC RELATIONS

Volunteers are involved in Public Relations when they en-
deavor to improve public awareness of rehabilitation facilities
and the needs and problems of handicapped and disadvantaged
persons. Efforts are directed toward education of the public re-
garding the nature and functions of rehabilitation facilities, in
general, and particularly the facility in which the volunteers are
active, and the need to improve the effectiveness and quantity
of services. Specific efforts may be designed to expand under-
standing about the facility among the population of handicapped
and disadvantaged persons.



Examples of Public Relations

Example 74
VOLUNTEER SERVICE GUIDE

Title: Writer/Producer of Informational or Promotional Materials

Nature and Purpose: The essence of Public Relations is to ex-
pand public awareness and understanding of the facility. Effec-
tive results are often achieved by fresh, creative, and attractive
materials. There are innumerable materials that can be pre-
pared and distributed depending upon the resources of the
facility. The availability of equipment, paper, and postage
money are very practical considerations. The presence of a
full-time Public Relations Director is not universal to all facili-
ties. Whatever the circumstances of a particular facility, in-
volvement of volunteers can help achieve an imaginative and
extensive Public Relations program.

Summary of Activities: (Only a few of the many production
activities that volunteers can perform are outlined below.)
Serve as editor of the facility newsletter. Prepare spot an-
nouncements for radio broadcasts. Work on brochures or
flyers that describe the services and operations of the facility.
Assist with compilation and design of the facility’s annual
report. Take photographs of special events or interesting situa-
tions for display or use in news articles and reports. Prepare
news releases of feature stories for local news media. Typing
may be involved if secretarial assistance is not available.

Performance Requirements:

QUALIFICATIONS — Knowledge about the facility is required.
Specialized knowledge or experience is preferred in terms
of activities that relate to news media. An enthusiastic atti-
tude about the facility is advantageous. Capacity to be crea-
tive and not feel limited to established or traditional pro-
cedures is desirable. Writing ability and experience are
helpful. Specific knowledge and skills are advantageous in
relation to certain activities such as photography; otherwise,
a willingness to learn is necessary. A cheerful disposition
and pleasant personality are helpful, especially in the pro-
cess of gathering information, interviewing persons, and
working with others. Ability to type and operate duplicating
equipment may be necessary.



PREPARATION — Orientation to the facility is essential. Infor-
mation about specific services or operations of the facility
must be provided by appropriate staff members. Skill de-
velopment or improvement can be facilitated through read-
ing technical literature and consulting with experienced
practitioners.

TIME AND PLACE — The time varies with the nature of the
activity. Editing the newsletter is a recurring, if not continu-
ous, activity that requires approximately 12-16 hours mini-
mum per issue. A single news release may involve 1-2 hours.
Much of the work can be done at a location convenient to
the volunteer, such as home or office. Evenings or weekends
might be involved in the case of special events.

Relationships: Volunteers who write or produce informational or
promotional materials are responsible to the Public Relations
Director.
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at these community events. Helps construct exhibits, floats,
banners, or slide presentations for use during community
events. Assists with the transportation of materials to the
exhibit locations.

Example 78. Facility Tour Guide. Conducts guests on tours of
the facility as part of open house programs, annual meetings,
special events, or as specifically arranged by facility staff.

In a very real sense, all volunteers are Public Relations am-
bassadors for the facilities in which they participate. Through
their volunteer service, through their community activities, and
in communications with family members and friends, volunteers
project the message of the facility and its program. With the
exception of satisfied clients, volunteers can be the most effective
public relations resource for a rehabilitation facility.

FUND RAISING

This category refers to volunteer activities to obtain financial
and other resources necessary to meet operational and capital
expenditures of rehabilitation facilities. Funds are sometimes
raised to assist individual clients purchase prosthetics, hearing
aids, extensive medical treatment, etc. Resources include money,
property, facilities, and equipment. Volunteer activities include
individual solicitation of funds and materials, and special pro-
jects and events.

Examples of Fund Raising

Example 79
VOLUNTEER JOB DESCRIPTION

Title:. Solicitor of Organizational and Corporate Contributions

Major Objectives: To obtain substantial sums of money for the
general operation of the facility. To obtain funds for the opera-
tion of special projects. To encourage the donation of equip-
ment that can be of assistance to the operation of the facility.
To promote the contribution of items and materials that can
be converted into operating funds.



Major Responsibilities: To identify organizations and corpora-
tions which are potential contributors to programs serving
handicapped and disadvantaged persons. To determine the
key person in each organization/corporation who should be
approached initially. To communicate with the key person and
arrange an informal meeting. To follow up with a formal
presentation to the membership or leadership of the organiza-
tion/corporation. To coordinate arrangements for an effective
presentation. To maintain contact with the organization/
corporation until a decision is reported.

Time: The time required depends on the number of potential
contributors and the nature of the formal presentations. It is
possible for this job to become a major activity, and the volun-
teer should try to establish a schedule that matches his interest
and availability. Evenings and weekends may be required ac-
cording to the times of meetings.

Place: Except for conferences with facility staff, most of the work
is done in the volunteer’s office or home, and at the meeting
locations of the organizations/corporations.

Qualifications: Superior ability to speak in a convincing manner
is essential. Thorough knowledge of the facility’s operation and
services is required. Knowledge of community organizations,
corporations, and leaders is preferred. Active experience and
leadership in community affairs are desirable. A pleasant per-
sonality and neat appearance are helpful.

Preparation: Orientation to the facility’s program is provided by
the Director of Volunteer Services and other staff members.
Help in selection organizations/corporations is received from
knowledgeable staff members, Board members, and other
volunteer leaders of the facility. Assistance with arranging and
preparing formal presentations is provided by the Executive
Director.

On-the-Job Supervision: Solicitors of Organizational and Corpo-
rate Contributions are responsible to the facility’s Executive
Director, who provides or arranges for appropriate guidance
and assistance.






such as publicity, and special items, such as unusual decora-
tions. Arranging for careful collection and safekeeping of
money. Maintaining cooperation and communication between
volunteers. Compiling a summary report after completion of
the project.

Performance Requirements:

QUALIFICATIONS — Ability to plan and organize a complex
activity is required. Previous experience with fund raising or
similar type projects is preferred. Ability to cope with details
and to work under pressure is essential. A cheerful person-
ality and positive disposition are desirable. Capacity to pur-
sue objectives with persistence is advantageous. Ability to
help others perform at a high level of their potential and to
maintain a strong esprit de corps among the volunteers and
staff working on the project is important.

PREPARATION — Orientation to the facility program and the
need for additional funds must be provided. Previous pro-
jects of similar nature should be studied, and there should
be discussions with persons experienced in fund raising.

TIME AND PLACE — Substantial time will be required through-
out the duration of the project. Practically full time might
be necessary during the time the project actually occurs.
Evening and weekend meetings are often necessary. Much
work can be performed in the volunteer's home or office.
Some time will be spent at the facility and/or the location
of the special project.

Relationships: Works with many members of the staff and with
many volunteers. Guidance and assistance are provided by the
Director of Public Relations, Executive Director, and the Direc-
tor of Volunteer Services.

Other Examples of Fund Raising

Example 81. Solicitor of Bequests. Discusses with carefully se-

lected individuals the possibility of naming the facility as a
beneficiary of their estate.

Example 82. Sponsor of “Ghost” or “Phantom” Event. Organizes
and coordinates arrangements related to sponsoring an event
for which people purchase tickets even though the event will
never occur.
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Example 83. Coordinator of Direct Mail Fund Raising Campaign.
Assists with planning and organizing a solicitation of money by
appeal letters or other materials mailed to selected persons.
Helps mobilize other volunteers to help with folding, stuffing,
and mailing, plus volunteers to help with counting money re-
ceived and record keeping procedures. Provides leadership
and guidance to all aspects of this fund raising effort, including
follow-up activities.

Example 84. Host/Hostess at Fund Raising Meeting. Provides
leadership to the organization of a meeting (frequently, a meal
or refreshments are served) to which carefully selected indi-
viduals are invited. Presides at the meeting and enthusiastically
encourages contributions to the facility. Assists with follow-up
efforts directed toward persons not present at the meeting, as
well as those present.

GROUP PROJECTS

This category includes services and activities performed for
rehabilitation facilities by volunteers who participate as mem-
bers of groups and organizations. Specific projects are imple-
mented as part of the total program of many formally structured
organizations. Informal groups sometimes assume responsibility
for a particular event or activity. The significant characteristic is
that the volunteers are members of some grouping. Rather than
serving entirely as individuals, volunteers within this category
have affiliation with a group which assumes certain responsi-
bilities for the participation and behavior of its members. Groups
in this category may be auxiliaries and service guilds organized
solely to assist particular facilities, or the groups may not be
organizationally attached to specific facilities in any manner.

Certain jobs and activities described previously under other
categories can be adopted as projects by groups and organiza-
tions. In some instances, there are definite advantages to organi-
zational adoption of a project. The facility can delegate respon-
sibilities to the leadership of the organization or group. This
often relieves facility staff of some time-consuming duties, such
as recruitment, arranging schedules and substitutes, and report
preparation. Facility leaders relate directly with one or a few



of the organization’s leaders instead of a large number of indi-
vidual volunteers.

The desire to provide added purpose to a group, and to
receive commendation and increased status helps motivate or-
ganizational leaders to urge dependable and effective perform-
ance by members. Formally structured organizations may adopt
a project as a perennial activity. Two or more organizations may
jointly undertake a project, thereby increasing the potential for
involving more volunteers from different segments of the
community.

Examples of Group Projects

Example 85
LIBRARY

Nature of Project: (Group name) accepts responsibility for the
establishment and maintenance of a library for facility clients.
The presence of a library within the facility can stimulate inter-
est in reading for pleasure and knowledge. It is possible to
acquire books and materials according to expressed interests
of clients. Through their exposure to the facility library, clients
may become interested in improving reading skills, using com-
munity libraries, and participating in other educational/cultural
programs.

Summary of Activities: (Group name) provides funds to pur-
chase books and materials. Members poll clients to learn of
interests, and collect and purchase appropriate books and
materials. Members organize and catalog books and materials,
operate the library, and arrange reading lessons. They also
accompany clients to community libraries, and facilitate client
participation in educational programs. Members may deliver
books and literature to homebound handicapped persons.

Preparation: Members receive orientation to the facility and the
volunteer program by the Director of Volunteer Services.
Members obtain advice and guidance from qualified library
specialists, and they study other library systems through on-
site visits and reading literature on library science.

Time: Members are organized to assure that the facility library
will be open to clients on a regular basis. This will require
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assigning shifts and arranging for substitutes as necessary. The
library should be open every day the facility operates at hours
as convenient as possible to the clients.

Location: The library is located within the facility.

Person Designated as Project Leader: Mr. _—_______ was ap-
pointed by the President to coordinate this project. His tele-
phone number is

Facility Management: This project is assigned to the Director of
Rehabilitation for facility supervision and to maintain com-
munication between the facility and the organization.

Example 86
EMPLOYMENT OPPORTUNITIES

Nature of Project: (Group name) agrees to help develop employ-
ment opportunities for handicapped and disadvantaged per-
sons, and to assist with finding specific jobs for individual
clients of the facility.

Summary of Activities: Members of (group name) help company
officials identify potential jobs and current vacancies for which
facility clients can be considered. Members inform facility
leaders and discuss vacancies with clients. They arrange for
clients to visit various companies and for company officials to
visit the facility and speak with clients. Certain members might
become a “buddy” of a client who needs help going on job
interviews, completing job applications, and adjusting to a
new job setting.

Preparation: Members receive orientation to the facility and the
volunteer program through the Director of Volunteer Services.
They participate in seminars with facility staff and clients to
become knowledgeable about rehabilitation services and the
realities of employment of handicapped persons. Members ob-
tain advice and guidance from public relations experts, leaders
of the business community, and other specialists who can
provide helpful information. They read pertinent literature and
regularly review materials that list available jobs.

Time: The amount of time per volunteer is flexible and varies
with the specific activity. It is desirable to establish some mini-
mum number of hours to be contributed on a regular basis.



Of particular importance is prompt follow-up of any potential
employment opportunities which might require volunteers who
can adjust their personal schedules. Most of this work must
be done during normal working hours and at the convenience
of company officials.

Location: Members who participate in this project may serve in
several locations, with the facility being a minor location in
terms of frequency and time. Qther locations include offices
and plant areas within local businesses and industries.

Person Designated as Project Leader: The President appointed
Mr. —___ _ to coordinate this project. Mr. —______ can
be reached by telephone at his office, 385-2779, or at his
home, 472-5538.

Facility Management: The Director of Placement is responsible
for the administration of this project.

Example 87
COMMUNITY EXPERIENCES AND PARTICIPATION

Nature of Project: Handicapped and disadvantaged persons gen-

erally have limited opportunities to experience many commu- .

nity activities or participate in community programs. Mutual
benefits can be realized through increased involvement of
handicapped and disadvantaged persons in local recreational,

- cultural, and social programs. The community can become
more aware of the presence of handicapped persons and more
sensitive to their needs and problems. Handicapped and dis-
advantaged persons can improve skills in communication and
interpersonal relationships. In addition, special interests and
needs can be fulfilled.

Summary of Activities: (Group name) conducts periodic sur-
veys of the interests and specific needs of facility clients. Mem-
bers arrange meetings to discuss needs and interests directly
with facility staff and groups of clients. A series of trips and
tours is arranged to local or nearby places of interest and
meaning. Members also provide transportation and other forms
of assistance to facilitate client shopping, attending religious
services, enjoying movies or sports events, observing parades,
etc.
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Preparation: Members are provided orientation to needs and

problems of handicapped and disadvantaged persons through
the Director of Rehabilitation. They receive information about
specific circumstances and situations of relevance to the facility
clients and the project. Members study community activities,
events, and programs in order to propose possible experiences
in which clients might participate. They consult with facility
staff and clients to better understand specific aspects of the
possible projects.

Time: Each trip or tour for a group of clients requires time for

planning and organization. This amount of time can be esti-
mated and added to the time that will be spent directly during
the trip or tour in order to establish some approximation of
total hours and the period over which the hours will extend.
Trips to stores for shopping, or to religious services, will in-
volve a certain amount of time on a regularly scheduled basis.
Trips to sports and similar events can be considered separate
activities with specific time commitments.
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Location: The facility is the scene of certain meetings, and may
be the point of departure for trips and tours. Otherwise, the
locations of the volunteer activities included in this type of
project are the destinations of trips or tours and the homes
of clients.

Person Designated as Project Leader: Mrs. —____ and Miss

were appointed to coordinate this project by the

Vice President for Community Service. Mrs. —___ may be

reached at 331-4947. Miss ——__ may be reached at her
office, 442,9800, or her residence, 385-7281.

Facility Management: Responsibility for this project has been
assigned to the Director of Volunteer Services.

Example 88
RECREATIONAL ACTIVITIES

Nature of Project: Many handicapped persons have few oppor-
tunities to participate and enjoy recreational activities, such as
swimming or bowling. There are several important benefits to
personal development received from participation in such
activities. However, activities such as these require special
equipment and multiple arrangements. Money is required as
well as substantial individual assistance and supervision. A
group can organize and implement a project that increases
opportunities for facility clients to engage in recreational
activities of interest and pleasure.

Summary of Activities: Group members arrange for use of recre-
ation facilities, such as swimming pools or bowling alleys,
including payment of rental fees or charges. Transportation is
provided by group members. In addition, members personally
assist the clients with swimming or bowling, and provide or
secure instruction as appropriate.

Preparation: Through meetings with facility staff and clients,
members learn about interests and special factors of impor-
tance. Also provided is information on how to increase recre-
ational skills of handicapped persons without decreasing self-
confidence or enjoyment. Group members consult or recruit
experienced swimmers or bowlers to improve their knowledge
and assist with the project. Group members coach each other
to improve their recreational and instructional skills.
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Time: The recreational project should be organized as a regular
activity to be scheduled over a period of weeks or months. The
time per bowling or swimming session should incorporate
travel time. The availability of pools and alleys, and the con-
venience of the clients, must be considered in estimating hours
per session and time of day or day of the week.

Location: The swimming pools and bowlings alleys with which
arrangements are made.

Person Designated as Project Leader: By appointment of the
President, Mr. — will be the leader of this project.
Mr. — ____ may be telephoned at his office, 662-3455, or
his home, 483-6314.

Facility Management: The Recreation Therapist is assigned pri-
mary responsibility for working with group leaders and mem-
bers to assure project success.

Other Examples of Group Projects

Example 89. Entertainment and Games. A nearby college fra-

ternity and sorority organize and conduct a monthly program
of entertainment and games for clients at the facility.

Example 90. Birthday Parties and Special Celebrations. The aux-
iliary affiliated with the facility organizes and conducts a
program of monthly birthday parties and special celebrations
on selected national holidays or other important occasions.

Example 91. Voter Registration. The local League of Women
Voters organizes and conducts programs on issues and con-
cerns of great interest. The League also encourages and assists
clients with voter registration.

Example 92. Loan Fund. The local chapter of the American Bank-
ers Association organizes and administers a revolving loan
fund for meeting special and unusual circumstances of facility
clients.

Example 93. Repair of Glasses, Hearing Aids, Etc. A local service
organization collects and arranges for the repair of glasses,
hearing aids, canes, and other such items that are helpful to
facility clients.




Example 94. Labor Union Assistance. A local labor union con-
structs ramps, repairs testing equipment, and donates mate-
rials that can help in vocational training of clients.

Example 95. TV Auction. The auxiliary affiliated with the facility
joins with three local service organizations to organize and
implement a TV auction for the purpose of raising funds for a
new program within the facility.

Example 96. Scholarship Fund. The local chapter of the Ameri-
can Association of University Women establishes and admin-
isters a scholarship fund to assist facility clients to attend
classes at local community colleges.

Example 97. Greeting Card Program. The community service
committee of a local religious institution organizes and ad-
ministers a program of sending greeting cards to facility clients
on occasions such as birthdays, illnesses, holidays, etc.

Example 98. Olympic Games Program. A local service organiza-
tion sponsors, organizes, and implements an annual athletic
program for facility clients patterned after the International
Olympic Games.

Example 99. Letter Writing Campaign. The auxiliary affiliated
with the facility encourages and assists a letter writing cam-
paign to promote passage of legislation beneficial to the
operation of the facility.

Example 100. Budgeting, Taxes, and Finances. The local chapter
of Certified Public Accountants organizes and conducts quar-
terly programs on budgeting, tax matters, and other financial
topics of importance to clients.

Example 101. Current Issues Discussions. A group of faculty
members from a nearby university organizes and conducts
monthly discussions on current issues and concerns with
facility clients.

The examples presented on the previous pages are representa-
tive of the almost limitless ways in which volunteers can help
rehabilitation facilities and the clients served by these facilities.
Local factors will affect certain aspects of volunteer participation
within specific rehabilitation facilities. Consequently, the Volun-
teer Job Descriptions, Volunteer Service Guides, or whatever the
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written work outlines are entitled, will reflect circumstances in-
herent to the individual facility.

The preparation of volunteer job outlines provides opportuni-
ties for innovative and creative thinking. This process can be an
exciting and fulfilling experience for everyone associated with
the facility — paid staff, volunteers, and clients. Preparing written
outlines for voluntary action becomes an excellent opportunity
for demonstrating the benefits of teamwork, and the concept of
partnership acquires tangible qualities.

It is hoped the contents of this handbook will stimulate crea-
tive activity throughout the rehabilitation facilities of this nation,
and that the benefits of volunteer participation will be multiplied
through the practical application of imaginative voluntary action.
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It is one of the most beautiful compensations of this life, that no
man can sincerely try to help another without helping himself.

William Shakespeare

When a man has put a limit on what he will do, he has put a
limit on what he can do.

Charles M. Schwab

Humanitarianism is a link that binds together all Americans . . .
Whenever tragedy or disaster has struck in any corner of the world,
the American people has promptly and generously extended its
hand of mercy and help. Generosity has never impoverished the
giver; it has enriched the lives of those who have practiced it . . .
And the bread we have cast upon the waters has been returned in
blessings a hundredfold.

Dwight D. Eisenhower

With never a blare of trumpets,

With never a surge of cheers,

They march to the unseen hazard . . .
Patient volunteers.

Mark Antony De Wolfe Howe

I live not in myself, but | become
a portion of that around me.

Lord Byron

For it is in giving that we receive.

St. Francis of Assisi
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addition, it has been learned that volunteer programs which
originate from careful and systematic planning generally improve
more rapidly and experience more positive results than pro-
grams which evolve through unguided or haphazard processes.

The concept of a PLANNED VOLUNTEER PROGRAM is pro-
posed in order to crystalize and emphasize the knowledge and
attitudes obtained through extensive observation, analysis, and
experience. Underlying this concept is the premise that: Efforts
produce more effective results if they are performed according
to a previously outlined approach that is pragmatically designed,
and capably implemented. A PLANNED VOLUNTEER PROGRAM
is developed through the application of 7 Basic Principles and
the incorporation of 14 Key Components.

BASIC PRINCIPLES
in organizing and administering
a volunteer program

Identification and acceptance of principles basic to establish-
ing and administering volunteer programs are necessary prelim-
inary actions to step-by-step organizational activity. The follow-
ing principles have been identified as being important to secur-
ing a sound foundation for a new volunteer program, or to
strengthening an existing volunteer program. These principles
have been derived from experiences and reflections expressed
by paid staff and volunteer leaders within hospitals, schools,
mental health agencies, rehabilitation facilities, senior citizen
centers, prisons, and programs serving unemployed or other-
wise disadvantaged persons.

1. The participation of volunteers must be directly related to
the needs of people.

It is indefensible to organize or operate a volunteer pro-
gram within a rehabilitation facility unless that volunteer
program meets needs of handicapped and disadvantaged
persons, and assists the facility to provide increased or im-
proved services. It is also inappropriate and detrimental
to operate a volunteer program which fails to meet needs
of the participating volunteers.



Three corollary principles are:

1a. Volunteers are always given jobs that complement or
supplement the work of paid staff; they are never
asked to perform work that supplants paid personnel.
The violation of this principle will produce great obsta-
cles to effective volunteer participation and create
serious problems within and outside the facility.

1b. Volunteer service must be perceived as an integral part
of the total program of the rehabilitation facility. In this
context, volunteers can function as members of the
facility’s team, with responsibilities and rights equal to
those of paid staff.

1c. Volunteers are not restricted to certain jobs or types of
activities by virtue of their volunteer status. The chief
criteria for determining how to involve individual vol-
unteers should be the skills, experience, and knowl-
edge each volunteer possesses. With the possible ex-
ception of legal obstacles or insurance regulations,
there should not be rigid or arbitrary limitations to job
assignments identified as being available to volunteers.

. The concept of volunteerism and the operation of a volun-
teer program should receive official endorsement by, and
continued support of, the facility’s leadership.

Conviction about the value of volunteer participation
needs to be formally expressed and publicized throughout
the facility and general community.

A corollary principle is:

2a. Commitment to expressed conviction must be demon-
strated through the allocation of resources that can
facilitate organization and operation of a viable volun-
teer program.

. Responsibility for the administration of a volunteer pro-
gram must be accepted by the Executive Director of the
rehabilitation facility.

A corollary principle is:

3a. Direction of a volunteer program should be the primary
responsihility of a single individual who functions in



accordance with authority delegated by the Executive
Director.

4. Planning a volunteer program should be a process that
involves paid staff, volunteers, and clients of the facility.

5. Paid staff members, at all levels, must understand and sub-
stantially accept the role and function of the volunteer
program.

6. Volunteers, regardless of the nature of their participation,
must understand and accept the purposes and policies of
the rehabilitation facility.

7. The volunteer program should be guided by a plan that
provides for, and facilitates, the development or revision
of operating procedures on the basis of practical experience.

14 KEY COMPONENTS
in the organization and administration
of a volunteer program

Certain procedures and practices are essential to the opera-
tional quality of a volunteer program. Each of the following
components is a key to soundly organizing and productively
administering a volunteer program within a rehabilitation facility.

A. POSITIVE ATTITUDES

Attitudes are complex in nature and obscure in origin. They
are not easily changed, particularly those of adults. Attitudes
are powerful forces that strongly influence the way people
behave. Thus, attitudes are probably the factors of greatest
significance to the organization and development of effective
volunteer programs within rehabilitation facilities.

Attitudes surface in actions and expressions. People quickly
observe the behavior of others toward them — how they act
and react, what they say and the way they speak, facial expres-
sions, and other forms of body language. In these ways,
volunteers sense the positive or negative attitudes of paid
staff, and paid staff become aware of the feelings and percep-
tions of volunteers.



Several of the previously identified principles become op-
erational through activities designed to form or strengthen
positive attitudes. For example, volunteers feel welcome and
accepted when they are tangibly involved in the planning of
the volunteer program. They know that volunteer participation
is considered an integral part of the facility’s program when
they are treated like members of the facility’s team and part-
ners of paid staff. The establishment of a climate in which
volunteers experience feelings of belonging helps a facility
realize the full potential of the benefits of volunteer partici-
pation.

Of equal importance is the fostering of positive attitudes
among volunteers. Negative volunteer attitudes can have detri-
mental results in terms of unproductive and unpleasant work-
ing relationships between paid staff and volunteers, and in
terms of volunteers publicly expressing unfavorable remarks
about the facility program or personnel.

Thus, it is vital that great attention and effort be directed
toward the early formation of positive attitudes of volunteers
about:

* Volunteer participation.

® Handicapped and disadvantaged persons.
® The rehabilitation process.

¢ The facility.

® Other topics of critical consequence to the effective
operation of a program serving individuals trying to real-
ize their potential despite personal disabilities or social
disadvantages.

B. CLEARLY DEFINED OBJECTIVES

The identification of objectives for a volunteer program is
achieved within the framework of the goals and structure of
the facility in which the program operates. A fundamental
goal of every rehabilitation facility is to meet needs of handi-
capped and disadvantaged persons. Each facility formulates
goals related to specific needs, and provides services to
accomplish these goals. Each volunteer program adopts the
goals outlined by, its host facility, and formulates supplemental
goals of special significance to the facility, to the clients, to the
paid staff, to the volunteers, and to the general community.



Examples of supplemental goals are:

To extend the scope and effectiveness of the rehabilita-
tion facility’s program by incorporating the special skills
and experience of volunteers.

To develop- innovative services in response to needs of
handicapped and disadvantaged persons.

To enrich the program of the rehabilitation facility by
encouraging volunteers to contribute their unique re-
sources and to share creative approaches.

To help meet emergency and situational needs of the
rehabilitation facility.

To expand awareness and understanding of the re-
habilitation facility throughout the community.

To promote positive relations between the host rehabili-
tation facility and other facilities and agencies, and the
general population.

To promote the concept of volunteerism throughout the
facility and the total community.

To foster a positive environment for the operation and
development of a volunteer program.

Goals are customarily general in nature. Program objec-
tives are identified from consideration of goals and are
specifically related to the operation of a rehabilitation facility
and particular activities, such as testing and evaluation, coun-
seling, medical treatment, physical or other types of therapy,
training, and activities of daily living. The objectives of a
volunteer program within a rehabilitation facility should clearly
state how the participation of volunteers will assist the ad-
ministration and service program of the facility.

A few examples of program objectives are:

To assist paid staff with testing and counseling services
provided to clients of the facility.

To help clients of the facility achieve proficiency with
activities of daily living.

To sponsor and conduct social and recreational activities
for clients of the facility.



* To organize and conduct special events or projects that
raise funds for the operation or capital improvement of
the rehabilitation facility.

®* To provide assistance to administrative and program
staff of the facility in terms of secretarial and clerical
service, preparation of annual reports, and internal studies
of client characteristics or facility programs.

* To serve as representatives of the facility at community
functions, and to participate as members of the facility’s
Speakers Bureau.

® To assist paid staff with the promotion of job place-
ments for clients of the facility.

* To provide transportation to clients or prospective clients
of the facility in relation to individual circumstances or
special situations.

* To sponsor or administer special services within the
facility, such as a library, child care program, choral
group, etc.

* To encourage and participate in inter-organizational pro-
jects that are designed to expand or improve services to
handicapped and disadvantaged persons throughout a
wide geographical area.

C. CENTRALIZED ADMINISTRATION

Disastrous results have been experienced when responsi-
bility for volunteer programs has been diffused, unclear, or
permitted to shift and drift with no apparent serious concern.
One of the principles indentified in the previous section of
this handbook emphasized the importance of assigning pri-
mary responsibility for the direction of a volunteer program
to a single individual. (Principle 3a.)

Several alternative ways to provide cen- —
tralized and definite administration
of volunteer participa-
tion are presented
in Handbook No.

4, Each alterna-
tive has features

o)



that require careful examination. However, common to all
alternatives is the pinpointing of responsibility for overall
operation of a volunteer program, including such components
as recruitment, record keeping, and evaluation. Increasingly,
agencies and institutions which are operating or organizing
volunteer programs are establishing the position of Director
of Volunteer Services. The person who assumes this position
is primarily responsible for administering, coordinating, and
directing the volunteer program within the particular agency,
institution, or facility.

D. A WRITTEN PLAN OR OUTLINE

Experience suggests that the preparation of a tangible plan
or outline expedites the organization — or stimulates the im-
provement — of a volunteer program. A mental outline is not
sufficient. Expending time to prepare a plan in some detail
produces visibility for a new program, and increases the
clarity of an existing program. A program undergoing expan-
sion or revision benefits from a written plan by the reduction
of uncertainty. Many of the elements essential to a volunteer
program are outlined in the next section of this handbook
(19 Steps). This information can specifically guide the prep-
aration of a volunteer program plan.

E. PROVISION FOR BOTH GROUP AND
INDIVIDUAL VOLUNTEERING

America has been described as a nation of organizations.
Indeed, a review of American history reveals the very early
formation of service associations with which people of similar
interests voluntarily affiliated. Many needs have been met, and
many dreams have become realities, through the efforts of
organized groups of volunteers. In addition, the actions of
individual volunteers have often been instrumental to initiat-
ing change or effectively implementing service programs.

Handbook No. 10 focuses on Group Volunteering as an
important approach to volunteer participation in rehabilitation
facilities. Numerous advantages of incorporating organized
volunteer groups are specifically identified. Consideration is
given to frequently experienced and particularly significant
relationships. Characteristics of Group Projects are presented,
and relevant principles are reviewed. Group Volunteering is
viewed within the following classifications:



* Community Organizations
® Facility Organizations

A PLANNED VOLUNTEER PROGRAM must also include
opportunities for Individual Volunteering. Individual Volun-
teering refers to volunteer activities that are performed by
persons who relate to volunteer programs as autonomous
individuals. Individual volunteers do not perceive their par-
ticipation as relating to, or reflecting upon, any organizations
or groups to which they may belong. Leaders of PLANNED
VOLUNTEER PROGRAMS view individual volunteers as being
independent of group identification, even though some may
participate in Group Projects.

The following example can help explain the distinctions
between Group and Individual Volunteering. Mr. Russell is a
member of the local Toastmasters Club which has arranged
with Fairview Center to organize and manage a Speakers
Bureau as a Group Project. Mr. Russell participates in the
Speakers Bureau along with ten other club members. In this
capacity, he is considered to be involved in Group Volun-
teering, and is responsible to the project leader designated by
the club’s President. Mr. Russell also serves as a Tour Guide
when the facility sponsors special events, such as an open
house, or the annual meeting. In this capacity, he is involved
in Individual Volunteering and is responsible to the facility’s
Director of Public Relations.

The preceding example reinforces a very important admin-
istrative principle: Every volunteer participant must be super-
vised in some manner, and must be cognizant of the authority
with which he is expected to comply. Two guidelines facilitate
application of this principle:

1. All volunteers participating in specifically identified
Group Projects are responsible to the persons designated
as project leaders. (Individual Volunteers who agree to
participate in Group Projects also agree to accept the
authority that has been delegated to the project leaders.)

2. All volunteers participating in activities not specifically
identified as Group Projects are responsible to the Direc-
tor of Volunteer Services or those persons designated as
being responsible for satisfactory job performance.






Preparation of job descriptions is widely practiced within
the business and professional communities. Many executives
feel that job descriptions are necessary to the smooth opera-
tion of any well-managed organization. The job description
is considered the cornerstone of job definition and scope,
helping the employee perceive his responsibilities and com-
prehend his relationships to colleagues within the organiza-
tion, and to persons outside the organization.

There is not universal agreement about the value of written
job descriptions within non-profit organizations, such as re-
habilitation facilities. Some people feel that formalized job
descriptions become rigid pigeonholes into which many indi-
viduals cannot fit, or into which individuals are forced with
little chance for modification or innovation. Other people
believe that job descriptions are helpful in terms of placing
personnel in situations that are personally satisfying and bene-
ficial to the facility program. Of course, there is minimal
rationale for job descriptions for volunteers in a facility that
does not incorporate job descriptions for paid staff members.

Many advantages have been attributed to job descriptions.
They are helpful in:

® Recruiting, interviewing, placing, training, and supervising
volunteers.

* Arranging work loads, and facilitating coordination and
communication among all personnel within a rehabilita-
tion facility.

® Assisting new paid staff of a facility to quickly under-
stand what volunteers do, and how volunteer participa-
tion contributes to the total program of service to handi-
capped and disadvantaged persons.

® Assisting volunteers to gain understanding about their
integral roles as team members of a rehabilitation facility.

® Evaluating and promoting volunteers.

Customarily, job descriptions include the following ele-
ments:

® A title that accurately reflects the responsibilities the
volunteer is expected to fulfill.

* Explanation of major objectives and activities that can
guide both the volunteer and supervisory personnel.

i
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® Qualifications, including knowledge or skills obtained
through practical experience or educational programs,
personal characteristics, and any unusual requirements.

® Designation of lines of accountability, and explanation
of particularly important working relationships.

Some job descriptions include specific information, such as
the length of time a particular position is assigned, minimum
hours of service required, training that must be completed,
irregular working hours, probationary status, periodic evalua-
tion activities, restrictions on certain activities, etc. (Different
styles of volunteer job descriptions are illustrated in Hand-
book No. 2.)

There is not consensus about the format or content of job
descriptions. Almost equal support can be advanced for either
including great detail or for outlining responsibilities in broad
terms. Decisions about the nature and extent of job descrip-
tion content must be made by each facility in accordance
with local circumstances.

The following guidelines can be of general help with the
preparation of most job descriptions for volunteers:

® Ambiguous and vague terms should be avoided in order
to achieve a high degree of clarity and understanding.

* The importance of flexibility should be emphasized in
outlining duties and activities.

It should be clear the facility recognizes that volunteers
have personal interests and other responsibilities which
can disrupt schedules and require changes in previous
arrangements. Situations beyond individual control some-
times occur without much advance notice and despite
firmly organized commitments. The principle of flex-
ibility has another equally important dimension. A job
description should be considered a tool that can be
used either creatively or in a very rigid fashion. Creative
application of job descriptions encourages creative par-
ticipation. “Fit jobs to people rather than trying to fit
people to jobs” is a motto that supports flexible utiliza-
tion of job descriptions. Employing imagination in the
process of matching people with descriptions increases
opportunities for innovation to produce beneficial results



of unexpected value to the facility, the clients, the volun-
teers, and the community.

* Periodic review of job descriptions is suggested as a
procedure to maintain relevance of the volunteer program
to changing conditions and emerging needs.

The experiences of active volunteers are of direct
significance to the modification of job descriptions.
Directly involving volunteers in the process of reviewing
job descriptions improves prospects for reorganizing
activities into more efficient combinations, and identify-
ing unfilled gaps.

® |t is advantageous to prepare job descriptions for almost
all volunteer jobs.

Most rehabilitation facilities with well-developed volun-
teer programs have prepared written descriptions for most
of the jobs to be performed by volunteers. Leaders in
these facilities have learned that carefully prepared job
descriptions for volunteers, just as for paid staff, can
directly help rehabilitation programs more effectively
serve handicapped and disadvantaged persons.

Exceptions to this guideline are acceptable in relation
to volunteers who serve within the organizational struc-
ture of the volunteer program. Customarily, leadership
positions, such as officers and committee chairpersons,
are outlined in bylaws or similar documents. Written
materials generally include titles, relations, and duties
of these leaders. It is usually not considered necessary
to specify the activities and responsibilities of com-
mittee members. Instead, a statement such as, “Com-
mittee members are responsible to, and work under
the direction of, designated leaders”, is considered
sufficient to explain the roles and functions of these
volunteers.

G. ORGANIZED RECRUITMENT EFFORTS

The vitality of a volunteer program is dependent upon
effectively attracting volunteers to participate. Attracting
sufficient volunteers does not result from indefinite or “catch-
as-catch-can’’ efforts. Successful recruitment of volunteers will
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result from the development and implementation of a care-
fully designed plan.

A plan to recruit volunteers should include consideration of:

®* The type and number of jobs to be performed by
volunteers.

* The sources of volunteers.

®* The methods of recruitment.

* Special techniques and procedures.
¢ Timing.

Coordination of these factors into an organized recruitment
effort can produce the volunteers needed to sustain an active
and beneficial volunteer program. More specific information
on recruitment is presented in Handbook No. 5.

H. PROCEDURES FOR INTERVIEWING AND
PLACING VOLUNTEERS

Most recruitment efforts cannot be simultaneously focused
on individual interests and specific volunteer jobs. Even when
recruitment is conducted on a personal basis, the dynamic
nature of people and organizations limits the extent to which
the needs of the rehabilitation facility and its clients can be
matched with the capacities, characteristics, and needs of
willing volunteers. Thus, the interviewing process is an impor-
tant component of a volunteer program in the same way it is
considered essential to interview applicants for paid staff posi-
tions before they are employed.

Procedures and techniques of the interviewing process are
considered in Handbook No. 6, along with who conducts
interviews, types of interviews, and principles of interviewing.

I. PROCEDURES FOR PREPARING VOLUNTEERS
AND PAID STAFF

Facilities have purposes, principles, information, practices,
and policies which the volunteers and staff need to under-
stand. It is important that all facility personnel learn the
history of the facility, the range of services provided by the
facility, and information concerning the persons being served.
Knowledge of this nature is learned through effective pro-
grams of preparation, usually referred to as Orientation and



Training. Gaining information and improving skills can be
enjoyable and should be facilitated in a mutually satisfying
manner. Volunteers and paid staff can become more capable
and productive through soundly organized and carefully con-
ducted programs of preparation.

Programs to prepare volunteers and paid staff assume differ-
ent forms and features. Many are very informal and super-
ficial. Others are elaborately organized and intensive. To a
degree, the fundamental principles guiding a particular facility
influence the nature and scope of programs for preparing
operational personnel. In addition, the amount and type of
preparation will vary in relation to the duties assigned.

Programs that prepare facility personnel increase in im-
portance and status as they receive stronger support from the
Executive Director. Effectiveness of job performance generally
improves as a result of formally planned and carefully con-
ducted programs of personnel preparation.

Programs to prepare personnel usually include:
® Specific objectives.
® Emphasis on participation and involvement.

® Recognition that learning needs and progress vary with
different individuals.

® Realization of the continuity and interrelatedness that
should exist among different types of preparation.

Organizing preparatory programs for facility personnel —
volunteers and paid staff — can involve precious resources,
such as time and money. Facilities which have conducted sub-
stantial programs for preparing their personnel express con-
viction about the valuable dividends that have been realized.
The beneficial relationships between effective personnel pre-
paration and (1) the quantity and quality of the service pro-
grams, (2) the motivation and morale of all personnel, and (3)
the retention of volunteers and paid staff, become more
obvious with study and experience.

Handbook No. 7 presents information about the organiza-
tion and implementation of personnel preparation programs.
In addition to considering principles and methods important
to learning, attention is given to four specific programs that
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can be useful to helping volunteers competently perform
their jobs:

¢ QOrientation
® Pre-Job Training
® On-the-Job Training
® Continuing Education
J. PROCEDURES FOR SUPERVISION

Once volunteers have begun their participation in a re-
habilitation facility, they will require continuous help from
paid staff and experienced volunteers. Guidance, suggestions,
and constructive criticism can be very important to the pro-
gress of the volunteer program since effective supervision
helps improve the quality of job performance.

Supervision is a very important component of a volunteer
program. It is an ongoing process that is enhanced by active
involvement and opportunities for innovation. Directly related
to supervision are evaluation of volunteer service and the
promotion of volunteers to increased responsibilities. Super-
vision can help volunteers experience personal development
and satisfaction through their work in rehabilitation facilities.
Handbook No. 8 explains different supervisory approaches,
and considers factors such as timing and location. As in the
case of paid staff, supervision of volunteers must receive care-
ful attention and be seriously implemented.

K. REGULAR EVALUATION

Some reasons for not evaluating volunteer programs and
individual volunteers have elements of validity. However, even
when all the reasons are added together, the total argument
against- evaluation is weak when compared with the advan-
tages of orderly and regular appraisal of volunteer efforts.

The evaluation of individual volunteers is vitally important
and receives consideration in Handbook No. 8. Procedures
for evaluating volunteer programs are included in Handbook
No. 4.

It is highly improbable that volunteer participation within
a rehabilitation facility will improve unless some orderly and
formalized appraisal is conducted on a regular basis. The



leadership of volunteer programs and rehabilitation facilities
usually understands and supports organized evaluation of the
total volunteer program. When appropriately conducted, indi-
vidual volunteers recognize and appreciate the benefits of a
periodic review of their performance.

L. PROVISION FOR RECOGNITION, PROMOTION,
AND JOB ROTATION

The volunteer’s need for personal satisfaction is frequently
minimized or overlooked. This is regrettable. In the same
manner as paid staff, volunteers remain on the job longer and
exhibit more positive behavior toward their work when they
have feelings of belonging to a meaningful enterprise, and
when they sense that their contributions of time and effort
are recognized as valuable. Since money is not the primary
motivational factor, the term “psychic compensation” has
been coined to explain the nature of much of a volunteer’s
job satisfaction.

Volunteers, however highly motivated, need incentives and
encouragement. Recognition of the value of volunteer partici-
pation is essential to maintaining pleasant relationships and
program stability. Desired results will not be achieved if the
efforts to promote volunteer recognition are unorganized or
haphazard. In addition, official support of the volunteer pro-
gram must be publicly
and firmly expressed.
Handbook No. 9
outlines particular
activities and pro-
cedures regarding
ways to express
appreciation for the
services performed by
volunteers. Also in-
cluded is information
about the relationship
between volunteer
recognition and
morale, satisfaction,
and retention.







use of a room that also serves as a type of quiet place for
meetings, relaxing, or the storage of personal belongings. The
allocation of space within a rehabilitation facility increases
the prestige and status of the volunteer program, and helps
the volunteers feel they belong.

Another kind of space that is also in short supply is parking
space. Volunteers can easily become discouraged if they must
park blocks away from the facility or must be concerned
about meter violations, parking tickets, or paying exorbitant
parking fees. Some facilities have designated several parking
spaces for the exclusive use of participating volunteers, while
others have worked out arrangements to reduce the incon-
veniences or costs of parking away from the premises.

There are many simple, but meaningful, ways to improve
the psychological climate for volunteers in rehabilitation
facilities. They can have access to staff lounges or special
areas where coffee is available and light snacks can be en-
joyed. The bulletin boards can have a special section featur-
ing news about volunteers or information of interest about
the volunteer program. If the facility displays a directory of
personnel or major services, the presence of the volunteer
“office’” should be featured or the participation of volunteers
should be specifically noted. An attractive sign in a prominent
location in the facility can inform everyone who enters the
facility about the role of volunteers and express appreciation
for this participation.

Volunteers should have extensive use of the equipment
and appropriate rooms of the facility for official activities.
Paid staff should be encouraged to cooperate with volunteers
and facilitate their programs. The office of the Director of
Volunteer Services should be in a convenient location within
the facility, and should promote comfort while reflecting a
pleasant, businesslike atmosphere.

SUMMARY

Instituting the components outlined above usually occurs
over a period of time that varies greatly with different facili-
ties. Factors and circumstances within facilities and local
community settings, necessarily influence the importance at-
tributed to particular components and the pace at which
implementation proceeds.
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19 STEPS TO ORGANIZING
A VOLUNTEER PROGRAM
in a rehabilitation facility

There is greater probability of effectively and satisfyingly oper-
ating a volunteer program when certain procedures are followed
to implement the 14 Key Components presented in the previous
section. This section enumerates a comprehensive listing of pro-
cedures, recognizing that certain procedures may not apply to
every facility. Further, the order in which procedures are initiated
may not be the same for all facilities. However, the steps sug-
gested in this section should be considered by all rehabilitation
facilities. Though the order of presentation may be more appli-
cable to facilities currently without volunteer programs, any
facility might benefit from reviewing the procedures in relation
to possibilities for improvement.

It is important that the Basic Principles outlined earlier in
this handbook be applied throughout the implementation of
any or all of the procedures presented below.

1. Review of current and relevant literature on volunteer par-
ticipation by top leadership of the facility: Executive Direc-
tor, Board officers, and key department directors.

Germane books, articles, films, journals, and other re-
sources are listed in Handbook No. 12. It is suggested that
priority be given to the reading of this series of handbooks.

2. Informal discussion of the benefits and problems of incor-
porating volunteer participation into the facility program.

Initial discussions might be conducted separately —
Board members could consider the subject at regular
Board meetings, special sessions might be arranged, or a
specific study committee could be appointed; paid staff
members could consider the subject at regular staff meet-
ings or arrange specific seminars.

3. Drafting of a preliminary proposal outlining Supplemental
Goals, Program Objectives, and operating budget.

Board members, paid staff, clients, volunteers, and com-
munity leaders can all take part in formulating a preliminary
plan for the volunteer program. (Examples of Supplemental



10.
11.

Goals and Program Objectives are presented under Key
Component B in the previous section of this handbook.)

Formal consideration of the proposal by the Board and
paid staff.

Comments, concerns, and questions should be shared
and thoroughly discussed separately and/or jointly.

Authorization by the Board (or whatever the governing
body might be termed) to prepare a written plan for volun-
teer participation within the facility.

Simultaneous submission of the plan for a volunteer pro-
gram to the Board and all paid staff members for review
and consideration.

Comments, concerns, and questions should be shared
and thoroughly discussed separately and/or jointly.

. Formal endorsement by the paid staff of the plan for a

volunteer program.

Official Board approval of the establishment of a volunteer
program, and allocation of funds (or active raising of funds)
to support the program as outlined in the approved plan.

Appointment of a Board Committee on Volunteer Services.

This Committee is a permanent committee of the facility’s
governing body. It considers and recommends policies per-
taining to the organization and development of the volun-
teer program. Formulation of operational and administra-
tive guidelines can be delegated to task forces or special
committees which are responsible to the Board Committee.

Designation of a Director of Volunteer Services.

Formulation of written guidelines for the operation of the
volunteer program.

Guidelines provide a framework for central administra-
tion and direction of the program; for recruitment, inter-
viewing, preparation, supervision, recognition, etc. The
guidelines will be strengthened by involving many persons
in the formulation process: volunteers, clients, paid staff,
outside consultants, etc. Periodic review can help insure
current relevance.

21



22

12.

13.

14.

15.

16.

Identification of specific jobs and duties for volunteers.

Preparation of Volunteer Job Descriptions or Volunteer
Service Guides.

Development of materials and policies for volunteers,

Many volunteer programs have published documents,
such as ““Rights of Volunteers”, “Responsibilities of Volun-
teers”’, “The Volunteer’s Credo”, etc. There is growing sup-
port for compiling manuals for volunteers that are similar
to the manuals given to paid staff. Manuals for staff mem-
bers generally contain facility policies, personnel practices,
and other pertinent information; manuals for volunteers
might likewise include key facility policies, and also outline
responsibilities and rights of particular relevance to volun-
teers. Handbook No. 11 considers this subject and presents
suggestions regarding content and materials that might be
incorporated into a volunteer’s manual.

Clarification of roles and relationships.

It is generally preferred to keep structure as simple as
possible, and this is meritorious. However, there are usually
at least three organizational elements operating within
rehabilitation facilities which have volunteer programs: a
governing body (Board, Trustees, Council, etc.), the paid
staff, and the volunteers. It is easy for confusion to develop.
Therefore, constant effort must be directed toward clarify-
ing the roles of, and relationships among, the three ele-
ments. A PLANNED VOLUNTEER PROGRAM must be co-
ordinated with the activities of the facility’s paid staff and
governing body.

Orientation and preparation of paid staff members.

All paid staff members should be required to attend cer-
tain sessions that explain the volunteer program and its
importance to the operation of the facility. Among those
persons prominently involved in these sessions should be
Board officers, the Executive Director, department direc-
tors, active volunteers, clients of the facility, and com-
munity leaders. The objectives of these sessions are to
encourage positive staff attitudes about volunteer participa-
tion, and to foster positive volunteer-staff relationships.






The idea that men should ever be favored by being free from the
responsibilities of self-sacrifice as men for men is foreign to the
ethic of reverence for life. It requires that in some way or other
and in something or other we should all live as men for men.
Therefore, search and see if there is not some place where you
may invest your humanity.

Albert Schweitzer

You give but little when you give of your possessions. It is when
you give of yourself that you truly give.

Kahlil Gibran

My duty towards my neighbor is to love him as myself, and to do
all men as | would they should do unto me.

Book of Common Prayer
1662

The more he gives to others, the more he possesses of his own.

Lao Tzu
Sixth Century B.C.

My seventy-eight years of living have taught me that the only
things you can keep are the things you give away. And | know,
from my own experience, that the donor is the greatest benefic-
iary of his own generosity.

Tom C. Russell

The race of mankind would perish did they cease to aid each
other. We cannot exist without mutual help. All therefore that
need aid have a right to ask it from their fellow-men; and no one
who has the power of granting can refuse it without guilt.

Sir Walter Scott
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THE CONCEPT OF A PLANNED
VOLUNTEER PROGRAM

This series of handbooks proposes the concept of a PLANNED
VOLUNTEER PROGRAM. The concept of a PLANNED VOLUN-
TEER PROGRAM springs from the following premise: Efforts
produce more effective results if they are performed according
to a previously outlined approach that is pragmatically designed,
and capably implemented.

CENTRALIZED ADMINISTRATION

Administration has been defined as the process of translating
policy into action. One of the Basic Principles presented in
Handbook No. 3 refers to the administration of a volunteer
program:

“3. Responsibility for the administration of a volunteer pro-
gram must be accepted by the Executive Director of the
_rehabilitation facility.”

This principle emphasizes the Executive Director’s authority and
power to implement formally expressed convictions and goals
regarding volunteer participation.

Program components within a rehabilitation facility, such as
occupational therapy, work evaluation, or activities of daily living,
are generally perceived to require the designation, by the Execu-
tive Director, of persons who will be responsible for managing
these components. For similar reasons, it must be realized that
a volunteer program also requires specified administration. This
realization is expressed by the corollary to Principle 3 presented
above:

“3a. Direction of a volunteer program should be the primary
responsibility of a single individual who functions in
accordance with authority delegated by the Executive
Director.”

There is decidedly greater probability for achieving the speci-
fied program objectives when an Executive Director demon-
strates his earnest commitment to volunteer participation by
assigning the direction of the volunteer program to a person
who is specifically qualified, and who can devote sufficient time



to its operation. The status of the volunteer program increases,
which in turn helps improve volunteer recruitment, volunteer
satisfaction, and positive staff attitudes about the volunteer pro-
gram and participating volunteers. The active support of the
Executive Director reinforces the foundation upon which the
volunteer program develops, and extends its potential span of
existence.

The Principles cited above strongly support the inclusion of
Centralized Administration as one of the 14 Key Components of
a PLANNED VOLUNTEER PROGRAM. (See Handbook No. 3.
Within this framework, centralized administration can, and
should, be an operational pattern that encourages creativity and
integrates diverseness.

DIRECTOR OF VOLUNTEER SERVICES

While there is considerable agreement among leaders of re-
habilitation facilities about the value of centralized administra-
tion for a volunteer program, there are differing perspectives
regarding the position and role of the one person who is author-
ized by the Executive Director to direct the volunteer program.

A sample Job Description for the position of Director of Vol-
unteer Services is presented in the Appendix of this handbook.
Consideration of this sample Job Description can be facilitated
by examining certain of its elements on the basis of previous
studies, reported experience, and emerging trends.

Title

Many titles are used to refer to the persons assigned respon-
sibility for the management of volunteer programs. In certain
situations, the administrative structure of a facility requires the
use of a particular title, such as ““Supervisor.” In other instances,
the agency nomenclature necessitates use of terms, such as
“Coordinator” or “Chief.” Notwithstanding the differences among
rehabilitation facilities throughout the nation, two factors pro-
vide major guidance for determining the title of a responsible
position in most organizational settings:

1. A job title should accurately reflect the primary responsi-
bility of the position



2. While the number of activities is significant, the importance
of the position’s title increases according to the nature of
the responsibilities generally understood to be included.

Realizing the implications involved in a title, and recognizing
the validity of the two factors cited above, it is specifically pro-
posed that the person managing a facility’s volunteer program be
referred to as “Director of Volunteer Services.”

The term, “’Director”, clearly indicates that the person’s primary
responsibility is “directing.” To direct a program is a major
responsibility that encompasses several important functions. A
director is responsible for planning, organizing, implementing,
and evaluating a program. Program planning and program evalu-
ation are recognized as high-level activities. In addition, a director
usually engages in coordinating, supervising, and other activities,
such as recruiting, interviewing, and training. A person referred
to as “Director” is readily identified with facility administration.
A person who is director of a program component of the facility
is usually perceived as an extension of the facility’s Executive
Director. In this light, there is general understanding and accept-
ance of the authority that can be exercised by a Director of
Volunteer Services.

Functions

The direction of a volunteer program in a rehabilitation facility
involves the performance of two major types of functions:

1. Administrative

2. Operational

ADMINISTRATIVE FUNCTIONS

Administrative functions include management activities related
to the volunteer program as one of the facility’s program
components.

Planning

Planning is a function usually associated with the establish-
ment of a new volunteer program. Planning is most visible when
something new is started, but it is actually a continuous process
that is necessary to program development and vitality. Whether






* Working closely and continuously with facility leaders, vol-
unteers, and paid staff.

* Working closely and regularly with community leaders, neigh-
borhood residents, government officials, and organizations.

® Organizing a record keeping system.
® Obtaining funds for the ongoing program and special projects.

Maintenance

Maintenance involves certain activities that are often consid-
ered routine or mechanical, but are nonetheless important:

® Preparing budgets.
® Maintaining program and financial records.
® Compiling program and financial reports.

* Reviewing and examining reports, records, etc., on a periodic
basis.

Coordination and Communication

Among the Administrative Functions, Coordination and Com-
munication are generally the most time-consuming and compli-
cated. These two functions are so closely interrelated that it is
appropriate to consider them simultaneously. They are per-
formed every day, and may involve persons who are not par-
ticularly knowledgeable or positive about volunteer participation.
Coordination and Communication have internal and external
dimensions that usually include the following practices:

® Meeting with facility staff members on a regular basis, par-
ticularly department heads.

® Meeting with paid staff members and volunteers as promptly
as possible to resolve specific problems.

® Meeting with leaders of the facility’s volunteer program on
a regular and specific-issue basis.

® Participating in organizations and events that bring together
directors of volunteer programs in other facilities and
agencies.

* Meeting with community leaders and officials.

® Regularly distributing general information regarding the
volunteer program throughout the facility.



* Promptly providing data about specific facets of the volun-
teer program in order to inform and educate facility person-
nel, community leaders, and persons who can help the
program to progress.

® Convening regular-or special meetings of persons who have
mutual interests and directly related responsibilities.

® Serving as a clearinghouse for information, news, materials,
and messages.

* Expediting the exchange of data, ideas, or opinions among
persons or groups which may not be acquainted with each
other, or which may be resisting a cooperative relationship.

Delegating and Supervising

Even in a small facility, it will be necessary for the person
directing the volunteer program to delegate certain responsibili-
ties. The very nature of a volunteer program necessitates the
division of assignments to different persons associated with the
facility. Facility staff members will be responsible for certain
training activities and for the supervision of volunteers working
within their jurisdictions. Experienced volunteers often become
leaders of recruiting and recognition efforts. In addition, leaders
of Community Organizations can be delegated responsibility for
recruiting volunteers from among their members.

Supervision is specifically considered in Handbook No. 8, and
the approach described therein ought to be applied throughout
the volunteer program. The person directing the volunteer pro-
gram should understand and arrange supervisory patterns appro-
priate to each individual volunteer and group leader who accepts
a specific responsibility.

Superior Coordination and Communication are extremely im-
portant to effectively performing the functions of Delegating and
Supervising. Procedures that can constructively assist with the
delegation of responsibilities to, and the supervision of, other
persons include:

® Confirming, in writing, the delegation and acceptance of
specific responsibilities.

® Obtaining some indication of progress on a regular basis.

* Facilitating personal meetings, as necessary or requested, for
purposes of exchanging information and following up.



Evaluating

The Director of Volunteer Services will engage in two types of
evaluation:

1. Individual and Group Performance
2. Total Volunteer Program

Evaluation of the performance of individual volunteers and vol-
unteer groups is specifically considered in Handbook No. 8. This
type of evaluation is briefly referred to in this handbook in the
section entitled, Relationships.

Of particular relevance as an Administrative function is the
evaluation of the entire volunteer program as one of the facility’s
program components. There is great merit in arranging formal
evaluation of the volunteer program on a regularly scheduled
basis. An annual program evaluation is considered advisable, and
is perceived as being essential to efficiency. In addition, an
annual program evaluation should be scheduled early enough to
design modifications that can be integrated with financial plan-
ning, in order to incorporate revisions in the next operational
year.

Procedures for the evaluation of a volunteer program should
include the utilization of forms that enable criticisms and recom-
mendations to be expressed in concrete and specific terms. (A
sample volunteer program evaluation form is included in the
Appendix of this handbook.) Forms and other materials for writ-
ing suggestions help people crystalize their thoughts. Other
practices which increase the potential benefits of evaluating a
facility’s volunteer program are:

® Arranging informal discussions at appropriate times for direct
expression of program deficiencies and recommendations.

® Facilitating constructive criticisms and suggestions by stra-
tegically placing suggestion boxes.

® Encouraging imaginative proposals for solving problems of,
or improving the operation of, the volunteer program.

® Informing everyone associated with the volunteer program
about major program revisions that resulted from proposals
submitted in response to emerging needs, or from deficien-
cies identified through the program evaluation process.



OPERATIONAL FUNCTIONS

Operational Functions relate to implementing the operational
components of a PLANNED VOLUNTEER PROGRAM that facili-
tate the effective performance of individuals and groups. Opera-
tional components of a PLANNED VOLUNTEER PROGRAM
include:

® Recruiting volunteers.

® Interviewing volunteers.

* Selecting volunteers.

* Placing volunteers.

® Preparing volunteers (Orientation and Training).

¢ Supervising volunteers.

® Evaluating volunteers.

* Motivating volunteers (Recognition and Retention).

Handbooks Nos. 5, 6, 7, 8, and 9 consider these components in
detail, and review activities and procedures necessary for imple-
menting these components.

Qualifications

Despite the functioning of volunteer programs in this country
for many years, there is not, at the present time, a widely ac-
cepted set of qualifications for a Director of Volunteer Services.
Several organizations have established guidelines to help with
the selection of persons for this position. Published findings of
studies provide a composite portrait of current Directors of
Volunteer Services. In recent years, there have been specific
efforts to formulate and promote standards for the rapidly evolv-
ing career opportunity frequently referred to as Volunteer Ad-
ministration. Fairly specific qualifications have been outlined
through civil service agencies of some state governments.

It is possible to obtain consensus concerning certain basic
abilities needed to direct a volunteer program. However, it must
be remembered that conditions can differ considerably among
facilities. Thus, it is not practical to outline rigid specifications for
the position of Director of Volunteer Services with expectations
that such specifications will apply to every rehabilitation setting.



Qualifications for selecting persons to direct PLANNED VOL-
UNTEER PROGRAMS in rehabilitation facilities can be separated
into five categories:

1. Attitudes.
Experience.
Demonstrated Skills.

Personality Characteristics.

Vs W N

Knowledge/Preparation.

ATTITUDES

It is essential to understand that attitudes are of major conse-
quence to the ability of any Director of Volunteer Services to
perform effectively and to accomplish program objectives. While
the attitudes of the Director of Volunteer Services are of utmost
importance, considerable attention also needs to be given to the
disposition of facility personnel and the general population. First,
the Director of Volunteer Services must personally, and deeply,
believe in the values of volunteer participation. Second, there
must be strong positive convictions about the benefits of volun-
teer service within the facility’s governing body and paid staff.
Third, it is necessary that the community harbor a spirit of citizen
participation and willingness to become involved in meeting
human needs.

EXPERIENCE

Various types of experiences can receive consideration and be
evaluated in relation to the job of Director of Volunteer Services.
Some authorities believe certain personal experiences are equal
in significance to any other qualifications. Experiences that merit
consideration in qualifying for the position of Director of Volun-
teer Services in a rehabilitation facility include:

® Active volunteer participation, particularly Direct Service
volunteering.

® Participation in agencies or facilities that serve people with
problems.

® Association with handicapped or disadvantaged persons.

* Membership in voluntary associations.






Belief in people.

Empathy and humanitarian impulses.
Objectivity and flexibility.

Patience and self-discipline.
Sensitivity and diplomacy.
imagination and resourcefulness.
Open-mindedness.

Enthusiasm.

Optimism and perseverance.

Sense of humor.

KNOWLEDGE/PREPARATION

Formal training programs are increasing in number, and insti-
tutions of higher learning are beginning to offer specialized
courses and curricula for Directors of Volunteer Services. How-
ever, there are presently very few generally available and widely
recognized programs offering comprehensive preparation for per-
sons directing volunteer programs. Nevertheless, certain knowl-
edge and educational experiences are considered helpful in
preparing to be a Director of Volunteer Services:

Knowledge of the community’s structure, organizations, re-
sources, and needs.

Understanding of human behavior and group dynamics.
Knowledge of social welfare principles.

Understanding of organizational development and manage-
ment.

Familiarity with contemporary training methods.

Knowledge of the historical contributions of volunteerism to
the provision of human services within this nation.

Understanding of the potential contributions volunteers can
provide agencies and facilities that exist to help people in
need.

Leadership roles in voluntary associations or in volunteer
programs.

11
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® Participation in educational activities, including seminars, in-
stitutes, or official academic courses that provide knowledge
and help improve skills relevant to the operation of volunteer
programs within people-serving agencies or facilities.

Relationships

The number and nature of working relationships in which a
Director of Volunteer Services becomes involved will be affected
by the circumstances prevalent within each particular rehabilita-
tion facility and community.

EXECUTIVE DIRECTOR

The status of the Director of Volunteer Services within the
organizational structure of the facility will determine the intensity
of his working relationship with the facility’s Executive Director.
The question of department head status is considered in a later
section of this handbook. However, in almost every situation,
the scope of the duties performed by the Director of Volunteer
Services usually results in the development of some form of
direct working relationship between him and the Executive Direc-
tor. It is highly advisable to outline this relationship in writing.
Copies of this outline should be distributed to all department
heads, leaders of the volunteer program, and other appropriate
officials related to the facility.

DEPARTMENT HEADS

The Director of Volunteer Services must work closely with the
heads of most, if not all, departments within the facility. To a
great extent, the success of a volunteer program depends on the
degree of cooperation developed between the Director of Vol-
unteer Services and department heads of the facility. Identifying
volunteer jobs, providing training, supervising, and evaluating
volunteers — these and other functions generally require joint
effort and therefore cannot be performed as effectively, if at all,
by the Director of Volunteer Services alone.

BOARD COMMITTEE ON VOLUNTEER SERVICES

In those instances in which the facility’s governing body (Board
of Directors) officially establishes a Board committee to provide
guidance to the volunteer program, the Director of Volunteer



Services assists in the capacity of staff liaison. Assistance includes
compiling and distributing information, preparing materials for
review and action, and facilitating coordination with other com-
mittees and the Board of Directors. (Additional information on
a Board Committee on Volunteer Services is presented on page
20 of this handbook, and in Handbook No. 3.)

COMMUNITY ORGANIZATIONS

Community Organizations include civic, social, religious, and
other voluntary associations within the community. Incorporating
such organizations into the facility’s PLANNED VOLUNTEER
PROGRAM is considered more fully in Handbook No. 10. It is
appropriate to reinforce the importance of encouraging and
enabling local voluntary associations to participate in the facility’s
volunteer program. This should be a major activity of the Director
of Volunteer Services. He should become as thoroughly acquainted
as possible with the organizations active in community affairs.
Regardless of who initiates direct communication, the Director
of Volunteer Services should facilitate and coordinate mutually
beneficial relationships between the facility and Community
Organizations. Discretion needs to be carefully exercised in
order to avoid overdeveloping this form of Group Volunteering
to the detriment of the facility and the dissatisfaction of partici-
pating organizations.

Being frank with the leaders of organizations can increase the
potential benefits to both the facility and the organizations.
There should be clear understanding of the work to be done, the
length of time a Group Project will require, and the responsibili-
ties the organizational leaders are expected to fulfill. The spirit
of partnership can be strengthened if the Director of Volunteer
Services fosters a climate in which the emphasis is on how to
share responsibility rather than how to divide it. Increased posi-
tive relations between Community Organizations and the facility
will result if the Director of Volunteer Services is aware of, and
sympathetic to, organizational need for recognition. This should
produce determined effort on the Director’s part to help organi-
zational leaders keep their members aware of, proud of, and
informed about, their own project as well as the facility’s total
program. In addition, it can be mutually rewarding if there is
candid exchange between the organizational leaders and the
Director of Volunteer Services in the process of evaluating pro-
jects, programs, and procedures.
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FACILITY ORGANIZATIONS

Facility Organizations are groups which are officially affiliated
with particular facilities. The most widely known name applied
to this type of organization is “auxiliary.”

Incorporating Facility Organizations into the facility’s PLAN-
NED VOLUNTEER PROGRAM is extensively considered in Hand-
book No. 10. Even more than in the case of Community Organi-
zations, there should be strong recognition on the part of the

Director of Volunteer Services of the especially valuable potential

of positive relationships between the facility and Facility Organi-
zations, since these organizations have the primary purpose of
supporting and assisting the program of the facility.

The Director of Volunteer Services should strive to establish
and maintain a strong and close liaison with the Facility Organi-
zation (or Organizations) affiliated with the facility. The very
nature of a Facility Organization supports the necessity of special
efforts being exercised by the Director of Volunteer Services. He
should continuously advise group leaders of the need for volun-
teers to perform specified jobs or sponsor special projects. Group
leaders should be consulted about proposals to establish new
volunteer jobs. The Director should meet with group leaders on.
a regular basis, and should welcome their participation in the
evaluation and development of the facility’s voluntee: program.
On the basis of mutual agreements, and within reasonable limi-
tations, the Director of Volunteer Services should provide, or
arrange for, assistance with the operation of the Facility Organi-
zation’s programs and projects.

If facilities have incorporated Facility Organizations for several
years, it is essential that exceptional sensitivity and diplomacy be
exercised from the first stages of initiating a PLANNED VOLUN-
TEER PROGRAM. Group leaders must be involved in the planning
and should be encouraged to assist with the organization and de-
velopment of the “‘new’”” volunteer program. The role and respon-
sibilities of the Director of Volunteer Services should be clearly
outlined to the entire membership of the Facility Organization.
All practical procedures should be instituted to reduce misunder-
standing and turmoil. The Director of Volunteer Services can
help maintain the enthusiasm, support, and valuable assistance
of pioneering groups by publicly recognizing their value and
encouraging their continued participation.



GENERAL COMMUNITY

American communities still have considerable individuality.
Despite similarities, one of the specific ways in which communi-
ties vary is their differing degrees of understanding about, and
treatment of, disabilities — physical, mental, cultural, etc. Though
there is often a wide spectrum among individuals and groups
within a particular community, it is possible to distinguish a
general attitude about handicapped and disadvantaged persons,
and programs that serve their needs. A community’s general
attitude toward this subject is not necessarily affected by popula-
tion size or geographical location. However, there is a direct
relationship between the community’s general level of under-
standing of the needs of handicapped and disadvantaged persons
and the nature of public interest in, and support of, rehabilitation
facilities.

Recognition of the interdependence between the rehabilitation
facility and the community reinforces the importance of the role
of the Director of Volunteer Services. The participation of Com-
munity and Facility Organizations in the facility’s volunteer pro-
gram -is one avenue through which the Director of Volunteer
Services can help educate various segments of the community’s
population about needs of handicapped persons and rehabilita-
tion facilities. In addition, he can cooperate with other agencies
in events that promote understanding about disabling condi-
tions, and generate community action that can alleviate certain
problems. Through membership and participation in civic groups
or professional associations, the Director of Volunteer Services
can increase awareness of his facility and its program among
different segments of the community.

In many communities, there are central mechanisms for pro-
moting and improving volunteer participation. The two most
prevalent names for such mechanisms are: Volunteer Bureau
and Voluntary Action Center. A strong and close relationship
should be developed with the local Bureau or Center by a
facility’s Director of Volunteer Services. In addition to gaining
specific assistance with the organization and development of the
facility’s volunteer program, the Director of Volunteer Services
can foster future positive benefits for the facility by participating
in collaborative activities and interagency projects sponsored
by the Bureau or Center.

15
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THREE DISTINCTIVELY SIGNIFICANT RELATIONSHIPS

The Director of Volunteer Services must be aware of three
additional working relationships that require careful attention
even though they may not be as continuous or as direct as the
others mentioned earlier.

1. Participating volunteers, particularly leaders of the volunteer
program.

2. Clients being served by the facility.
3. Staff members of the facility other than department heads.

These relationships are special in respect to circumstances that
vary within particular facilities. Specifically, the frequency or
nature of these relationships depends on such factors as the
facility’s service program and organizational structure. More
detailed consideration of these three relationships is presented
in other sections of this handbook, and within other handbooks
of this series.

Finding A Director of Volunteer Services

Many agencies and facilities have experienced difficulty in
finding a person to direct their volunteer programs. This is
understandable after reviewing the list of desired qualifications
and characteristics a Director of Volunteer Services should pos-
sess. In addition, it has been previously explained that there are
few educational institutions to approach for help with recruit-
ing someone who has majored in Volunteer Administration.

Sources for capable persons who might be interested in apply-
ing for the position of Director of Volunteer Services within
particular local rehabilitation facilities are suggested below.
Efforts might be more productive if verbal announcements are
combined with written materials that describe the position, that
indicate how interested persons can apply for the position, and
that can be widely disseminated.

1. The facility’s volunteer program, if one currently exists. A
large proportion of current Directors of Volunteer Services
were originally active participants and outstanding leaders
of volunteer programs. Arrange for a notice to appear in
the facility newsletter, or the newsletter of the volunteer
program.



. Voluntary associations, such as service organizations, civic

groups, fraternal or religious organizations, and special
interest clubs. Members of this type of association are often
individuals who seek new opportunities to become more
actively involved in human service programs. Arrange for
announcements at general membership meetings and for
notices in newsletters.

. Professional societies can be helpful in disseminating infor-

mation throughout their memberships. Teachers and clergy-
men might have above-average interest in this type of work.

. Special efforts should be directed to informing handicapped

persons, retired persons, and minority-group individuals.
For many reasons, persons with particular socioeconomic
characteristics should be given equal opportunities to ob-
tain responsible positions in rehabilitation facilities.

. The community’s network of social welfare agencies should

be notified of the available position. Many currently em-
ployed persons who have decided on careers that involve
helping others, may view the job of Director of Volunteer
Services as a highly desirable opportunity.

Colleges and universities, especially any located within, or
near, the community. Many of today’s students in institu-
tions of higher education are mature persons who are
acquiring additional knowledge in order to qualify for
better jobs. There are large numbers of part-time students
who might be very interested in the challenging and satis-
fying position of directing a volunteer program that helps
handicapped and disadvantaged persons. It might be pro-
ductive to distribute notices and materials within depart-
ments that could reach students interested in social sciences,
humanities, health sciences, liberal arts, fine arts, communi-
cations, education, and urban affairs. Guidance counselors
and placement officers may be helpful by identifying and
trying to interest promising students in considering careers
as Directors of Volunteer Services.

Notices and advertisements can be circulated through news-
letters, journals, and other publications of national organi-
zations, such as the American Association’ of Volunteer
Services Coordinators, the Association of Volunteer Bureaus,
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and the National Center for Voluntary Action. (Handbook
No. 12 contains additional information about national or-
ganizations and publications.)

Preparing the Director of Volunteer Services

Handbook No. 7 emphasizes the importance of providing
adequate preparation for volunteers and paid staff members. The
emphasis can appropriately be doubled in the case of the person
authorized to direct the facility’s volunteer program. Experience
supports the advantages of promptly and intensively involving
the Director of Volunteer Services in extensive Orientation and
Training programs.

Understandably, the nature and scope of the preparatory pro-
gram will depend on the experience, knowledge, and other
qualifications of the Director of Volunteer Services. For example,
a person who has been active in the facility’s volunteer program
for six years will probably not need as elementary an Orientation
program as someone new to the facility.

The information presented in Handbook No. 7 can be adapted
to provide a suitable preparation program for a facility’s Director
of Volunteer Services. Some of the key and customary compon-
ents of this type of Orientation and Training are briefly outlined
below.

The Director of Volunteer Services should receive a personal
and special Orientation to the facility and the existing volunteer
program. Included in such an Orientation should be (1) a tour
of the facility, including observation of paid staff and volunteers
in action, (2) individual meetings with every department head
and other appropriate leaders, including experienced volunteers,
and (3) information on the history, purpose, and operation of the
facility (and the volunteer program), much of which can be
provided in written materials.

An individualized training program will need to be planned
and implemented, as practical. Some Pre-Job Training may be
possible, although the typical situation requires simultaneously
combining Pre-Job Training, On-the-Job Training, and Continu-
ing Education. The combined program generally includes (1)
consulting with directors of volunteer programs in other facilities
and agencies, (2) participating in seminars and workshops that



focus on specific skills or important areas of knowledge, (3) en-
rolling in credit or non-credit courses available at colleges and
universities, (4) attending meetings and conferences

featuring pertinent information, and (5) con-

sulting with personnel of the local Volunteer

Bureau or Voluntary Action Center.

COMMITTEES AND
TASK FORCES

Valuable benefits can be
realized by a volunteer i @
program through a well-

organized and competently-

operated network of relevant
committees and task forces. =
When they are considered

part of the facility’s

administrative machinery, 7 Pl | %
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a community to enhance the
administration of its
volunteer program. A

and knowledge present within ) \

A task force differs from a |
committee in two important H
respects: (1) it is formed to
perform a very specific task, and
(2) it has a short life span since it

is usually disbanded upon completion 2‘_

of its particular assignment. Thoughtful

review of the above features distinguishes advantages of utilizing
task forces rather than committees, whenever appropriate and
practical: (1) Since task forces usually have short life spans, it is
possible to provide more opportunities for involvement and
leadership roles, (2) the specific focus of a task force reduces the
probability of unnecessary meetings, and (3) the_ nature of task
forces provides clear basis for determining a workable number
. of members, and also facilitates expanded involvement of indi-
viduals from the larger community.
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A task force can be organized to evaluate the entire volunteer
program. A task force can be assembled to consider a serious
problem, and to assist with problem-solving efforts. Creative
thinking, in terms of program development, can be encouraged
and facilitated through a task force. This mechanism has been
employed in the preparation of a manual for staff members or
active volunteers, and in the compiling or review of a statement
of principles regarding volunteer participation.

Board Committee on Volunteer Services

The appointment of a Committee on Volunteer Services by the
facility’s governing body (Board of Directors), as suggested in
Handbook No. 3, is concrete evidence of the facility’s commit-
ment to the participation of volunteers within the facility. This
committee can:

® Be very helpful in guiding the development of the volunteer
program.

® Foster cooperation with other Board committees.

® Facilitate coordination among committees and task forces
established to assist or improve operation of the volunteer
program.

® Serve as a channel for continuous identification of client
needs, especially needs that might be met through services
performed by volunteers.

These activities illustrate how the Committee on Volunteer Ser-
vices and its subordinate committees and task forces can assist
with the administration of the facility’s volunteer program.

Considerations Important to
Committees and Task Forces

It is often helpful to outline certain factors and features im-
portant to the formation and functioning of specific committees
and task forces:

® Relationships and accountability to leaders.

® Scope of activity (extent or limitation of responsibility).



® Composition of committee/task force, in terms of size, im-
portant skills or knowledge, and representativeness.

® Anticipated activities and recommended procedures.

These features and factors can be compiled into a type of Job
Description for each committze or task force.

FUNCTIONS

Functions of committees and task forces established within a
PLANNED VOLUNTEER PROGRAM may be divided into three
classifications:

1. Administrative
2. Operational
3. Service

The Administrative classification usually includes committees
concerned with public relations, financing, and leadership de-
velopment. Task forces within this category can focus on stan-
dards, job descriptions, record keeping, evaluation, and special
events.

Most Operational functions are continuous in nature and, there-
fore, are appropriately implemented through committees respon-
sible for recruiting, interviewing, preparation, and recognition.

The Service classification might be organized to conform with
the eight categories of volunteer activities outlined in Handbook
No. 2. This approach would include committees on Direct
Service, Ancillary Services, Recreational-Social Activities, Admin-
istrative-Clerical Activities, Social Action, Public Relations, Fund
Raising, and Group Projects. Within the framework of each of
these major Service Committees, it would be possible to form
task forces or subcommittees for the purpose of implementing
specific volunteer activities. For example, a Task Force on Exer-
cise Programs could be established by the Committee on Direct
Service, a Task Force on Assistance with Income Tax Returns
could be developed through the Committee on Ancillary Ser-
vices, or a Subcommittee on Speakers Bureau might be organized
within the Public Relations Committee.
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COMPOSITION

Commiittee and Task Force composition involves two factors
of consequence to successful operation:

1.

Size. The number of committee or task force members
should be determined by carefully analyzing the work that
is to be done. It is undesirable to place more members on
any committee or task force than can be actively involved.
It is easier to cope with the discouragement that often
results from overworking too few committee members, than
to overcome the disinterest and disappointment that usually
result from insufficient opportunities to participate.

Representativeness. One of the Basic Principles in Hand-
book No. 3 emphasizes involvement of paid staff, volun-
teers, and clients in the planning of a volunteer program.
Committees and task forces are an ideal way to involve these
different segments of a facility’s population. Committee and
task force members and leaders should be representative of
the diverse socioeconomic characteristics present within a
rehabilitation facility and the community it serves.

NUMBER OF COMMITTEES AND TASK FORCES

Circumstances within each local rehabilitation facility, and the
nature of its volunteer program will greatly influence the number
of committees and task forces that will be created. It is appro-
priate to realize there are practical limitations to the number of
committees and task forces that can be effectively managed and
coordinated. However, it should also be recognized that the
existence and operation of many committees and task forces
provide important benefits:

® There are increased opportunities for more volunteers to

participate in the volunteer program.

There can be greater involvement of many different persons
in the decision-making process so vital to the effectiveness
of the volunteer program, and to the retention of volunteers.

There are more alternatives for varying assignments among
larger number of volunteers.

There can be increased opportunities for promoting quali-
fied volunteers, who have been active participants, to leader-
ship roles.



NUMBER OF MEETINGS

Committees and task forces should meet only when necessary.
It is often a useful practice to establish a regular schedule of
meeting dates for an entire year, particularly for standing com-
mittees. If there is no business of consequence, scheduled meet-
ings should be cancelled or postponed. Meetings that have un-
certain purposes, or produce results of little significance, are
irritating to most members.

The establishment of committees and task forces without clear
functions, and the convening of meetings on a regular basis
regardless of the lack of important business, can produce a sys-
tematic condition that can be referred to as “voluntary bureau-
cracy.” This unproductive syndrome has become characteristic of
many voluntary organizations and can easily undermine an other-
wise effective volunteer program. The incorporationn of task
forces can, in most facilities, substantially reduce the possibility
of this syndrome becoming a serious problem.

TECHNIQUES HELPFUL TO VOLUNTEER
PROGRAM ADMINISTRATION

Persons responsible for directing volunteer programs in facili-
ties and agencies of all types have developed particular pro-
cedures in order to improve the overall administration of their
programs. These procedures have resulted from coping with new
or unusual situations, and also from imaginatively adapting prac-
tices utilized in different settings. Presented in the following
paragraphs are only a few of the extensive range and variety of
specific techniques that have been, and can be, helpful to the
administration of a PLANNED VOLUNTEER PROGRAM.

Resistance To Isolation

There is constant danger that a volunteer program may be
organized as, or become, a unit separate from the main structure
of the facility. Neither structural nor functional isolation should
occur at any time during a volunteer program’s existence. The
Director of Volunteer Services and all facility leaders must con-
tinuously emphasize and reinforce the principle that the volun-
teer program is an integral part of the facility’s total program.
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Involving Facility Staff In Volunteer
Program Operation

Many of the facility’s paid staff members have special skills
that can be very helpful with operational components of a
PLANNED VOLUNTEER PROGRAM, such as recruiting, interview-
ing, and preparing volunteers. In addition to improving the
quality of program operation, the involvement of psychologists,
counselors, public relations staff, teachers, etc., can also simul-
taneously increase the interest of facility staff members in the
volunteer program.

Regular Reports To Key Personnel

Concise summary reports about the operation of the volun-
teer program should be prepared at least monthly. The content
should include information determined to be important by those
who will receive the reports — the Executive Director, facility
department heads, and volunteer leaders. Each specified depart-
ment head and volunteer leader should receive a personal copy
for review. Such reports typically indicate numbers of volunteers
according to departments in which they serve, hours served, job
titles, approximate dollar value of the services performed by
volunteers, and any special or unusual situations that were experi-
enced during the month. Whenever applicable and practical, the
monthly reports should. provide data on the participation of
Facility Organization volunteers, Community Organization vol-
unteers, and individual volunteers.

Specific questions or particular difficulties can be explained
briefly, and suggestions can be requested. Ideas or plans relating
to the future operation of the volunteer program can be shared,
either in the form of special reports or on a separate page at-
tached to the summary report described above.

Prompt And Frequent Exchange Of Information

The size and complexity of the rehabilitation facility will in-
fluence the need for, and nature of, formal procedures for
exchanging information among personnel. In larger facilities, it
becomes necessary to arrange a system that will keep appropriate



personnel aware of important events on as current a basis as
possible. Three examples follow and, in each instance, the
Director of Volunteer Services should either perform the pro-
cedure personally, or arrange and supervise the performance of
the procedure by someone else.

Requests for volunteers to perform certain jobs within one
department may be of related interest to other departments.
These requests can be circulated to other departments by memo-
randum, or duplicate copies of the request forms can be distrib-
uted to the various department heads. (See sample job request
form in the Appendix of this handbook.) Comments or sugges-
tions can be recorded in space provided on the form itself, or
there can be a separate sheet attached with a request for remarks.
Review of the returned forms may necessitate a meeting of sev-
eral persons to discuss the implications of the request.

Schedules of volunteer activities or events, such as a recruitment
campaign, training sessions, or a recognition program, should be
prepared far enough in advance to enable distribution of this
information to all personnel who might be interested or in-
volved. Agreed-upon assignments or unassigned roles can be
outlined, and the personnel receiving the schedules should be
requested to record their reactions, ideas, or understanding and
acceptance.

Proposed changes in the volunteer program should be out-
lined in writing and circulated to all appropriate facility staff
members and volunteer leaders. Changes include expanding the
scope of the volunteer program, modifying certain facets of the
program, or eliminating parts of the current volunteer program.
Proposals for changes should be circulated as early in advance
as possible to allow sufficient time for review, consideration, and
full discussion within departments. In addition, there must be
time for discussion in staff meetings, volunteer meetings, and/or
joint volunteer-staff meetings.

Systematic Record-Keeping

Accurate records are especially important to the efficient oper-
ation of a volunteer program. In addition to accuracy, it is essen-
tial for records to include adequate data or information, and it is
vital the information be as current as practical.
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It is possible to use the application form as a permanent in-
formational record for each volunteer. This possibility should
be given consideration when the application form is being
designed. Proceeding from the application form, all forms and
records should be organized into a coordinated system of rec-
ords. The number of forms is directly related to the nature of the
volunteer program and the needs as perceived by the facility’s
Executive Director, Director of Volunteer Services, paid staff, and
volunteer leaders.

The range of forms and records can include all or some of the
following:

A. Application Form

Interview Summary Form

Job Request Form

Reference Form

Permanent Registration Card and Service Record
Processing Check List

Sign-In/Sign-Out Record

TIommogow®

Report of Absence Form

I. Supervisor’s Record

J. Evaluation Form (Individual Volunteer Performance)
K. Evaluation Form (Volunteer Program)

Samples of these forms and records are presented in the Appen-
dix of this handbook. They should be adapted to the particular
circumstances of each local facility, and will, of course, need to
be periodically reviewed and revised.

Forms and records are generally considered a necessary nui-
sance. Paper work is not very exciting to many people and can
become a source of frustration if it becomes overemphasized.
On the other hand, systematic record keeping enables a volun-
teer program to function efficiently and can help to realize
specific benefits:

1. Forms and records can prevent or reduce mistakes, mis-
understandings, and dissatisfaction.



For example, job request forms will decrease the possi-
bilities of errors in recruiting or selecting volunteers for
jobs that were incorrectly outlined on the basis of what
someone remembered from an informal discussion.

There is the matter of legal responsibility.

In the few instances when accidents might occur, it

"becomes important to have records to support claims under

workmen’s compensation laws or claims filed with insur-
ance companies. Accurate records can substantiate assign-
ments, attendance, and other factors important to proving
eligibility. There might also be occasions when the Director
of Volunteer Services will need to prove the facility’s lack
of responsibility for activities of volunteers which were not
authorized by any official of the facility.

Accurate, up-to-date records are useful in quickly locating
a volunteer, as in the case of an accident involving a mem-
ber of the volunteer’s family.

In emergencies, when a volunteer (or-a member of his
family) requires medical treatment, it can be highly bene-
ficial to identify the family physician from the application
form.

Evaluation and planning for the future cannot be effectively
performed without records that document what have been
strengths and weaknesses of the volunteer program.

The Director of Volunteer Services will need records to
substantiate numbers of volunteers, types of services per-
formed, hours of service, and dependability of volunteers
to fulfill assignments; and to identify organizational or
operational problems.

It will not be possible to validate awards or other forms
of recognition without records of individual volunteer
performance.

Most volunteers will be dissatisfied if their participation is
not considered valuable enough to record and recognize
as beneficial to the facility’s operation. An increasing num-
ber of volunteers will hope documentation of their job
performance can be helpful in obtaining paid employment
or greater volunteer responsibilities. Records of volunteer
service are officially considered by the U. S. Civil Service
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Commission as validating experience that can help a person
qualify for employment. College and university officials
recognize documented volunteer activity as valuable experi-
ence for persons applying for admission.

6. Some applications for government grants accept volunteer
service as a portion of the local contribution toward the
projects’ budgets.

Efficient record keeping systems are very useful in sub-
stantiating amounts of volunteer participation.

The Director of Volunteer Services should accept responsibility
for the organization and maintenance of the volunteer program'’s
record keeping system. This does not prohibit others from being
involved with the records system. Volunteers should be active in
establishing, revising, and maintaining essential forms and rec-
ords. Department heads will probably retain certain forms (or
duplicate copies of forms) for ready reference, and will be
responsible for compiling particular records.

Classification Of Volunteers

The administration of a volunteer program can benefit from
the formulation of a systematic classification of participating
volunteers. The nature of the classification system may need to
be revised as the volunteer program develops and experiences
growth in numerical size, or changes in volunteer roles and
activities. Each volunteer program can outline a classification
system relevant to its own circumstances at each particular stage
of development. The following classification system is presented
as an example of one approach.

Three basic categories might be established: Active Volunteers,
Inactive Volunteers, and Discontinued Volunteers.

Active Volunteers can be divided into subcategories, such as
““Regular”, “Project”’, and “On-Call.” “‘Regular” volunteers are
currently involved in an activity that requires participation on
some regularly scheduled basis. Examples of ‘““Regular” volun-
teers are persons who assist the facility’s Psychologist or Speech
Therapist for a certain number of hours on certain days of each
week or month. “Project” volunteers have agreed to work on
particular projects which may occur only once or twice each



year. “On-Call” volunteers have indicated availability and inter-
est in helping out with emergency situations, special spot assign-
ments of short duration, and as substitutes for “Regular”’ or
Project”” volunteers.

Inactive Volunteers include volunteers who have ceased to
participate in the program on a regular basis. Persons in this
category may be approached to perform a specific — probably
one-time “’spot” — job under very special circumstances.

Discontinued Volunteers are individuals who have moved
away, have become too ill to participate, were required to with-
draw from participation due to family responsibilities or due to
becoming employed, and those who became dissatisfied or
disinterested.

Continuous Identification Of Volunteer Jobs

The identification of volunteer jobs must not become an
annual, semiannual, or even monthly process. During formal staff
meetings and informal visits over coffee, the search for new ways
to involve volunteers should be a matter of top interest. Every-
one in the facility should be continuously encouraged to think
creatively and propose innovative ideas about meaningful oppor-
tunities for volunteer participation. It might be fruitful to conduct
a contest and award a prize to the person who suggests the most
new volunteer jobs during a specified period of time.

Suggestion /Solution Of The Month

One or more Suggestion Boxes should be strategically located
throughout the facility. Suggestions for improving the volunteer
program ought to be vigorously solicited. Suggestions received
should be reviewed by a task force of volunteers, clients, and
paid staff members, and the suggestion determined to be most
constructive or innovative can be displayed until another sugges-
tion is selected by the committee. The person who submitted
the suggestion is requested to identify himself, and his name
(and picture) is displayed next to the suggestion.
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through direct action on the part of the Director of Volunteer
Services, or it might be determined more appropriate and effec-
tive to involve other persons who can constructively resolve
the matter.

* * * * * *

Administrative techniques will be incorporated and imple-
mented on the basis of circumstances prevalent within particular
rehabilitation facilities. The point at which a specific technique
becomes important will vary, as will the adaptation of each
technique to local conditions. Experienced Directors of Volun-
teer Services have learned the value of the following two practices:

1. Meeting, as regularly and frequently as practical, with the
Executive Director, department heads, paid staff members,
and volunteers active in the facility.

2. Meeting with directors of volunteer programs in other
facilities and agencies.

These meetings and other means of communication can
be facilitated by joining organizations of persons responsi-
ble for administering volunteer programs. Many situations
and difficulties are similar even though the settings and
programs vary considerably. Some of the most meaningful
assistance can be obtained through informal exchanges over
lunch or between sessions at conferences. Becoming ac-
quainted at organizational meetings can result in the
sharing of materials and administrative techniques during
face-to-face conversations, via the telephone, and through
written correspondence.

VARIOUS APPROACHES TO CENTRALIZED
ADMINISTRATION

There is no acceptable substitute for centralized administra-
tion. However, there are various arrangements that can achieve
the goal of designating one person to direct a facility’s volunteer
program in accordance with the authority of the Executive
Director.
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Special Considerations

Both administrative theory and practical experience support
the important relationships between the following two types of
status and the ability of an individual to effectively administer
an organization, facility, program, or project:

1. Employment Status
2. Organizational Status

EMPLOYMENT STATUS
Paid or Non-Paid

Recent studies have indicated that monetary compensation is
not always the dominant force in motivating persons to satis-
factorily perform their duties. At the same time, reports are
documenting the high quality of performance and effective re-
sults being achieved by volunteers who are fulfilling assignments
that involve professional skills and difficult working conditions.
Data compiled in recent years weaken frequently repeated myths
by substantiating that:

* Non-paid volunteers can be reliable.

* Non-paid volunteers will maintain operational standards and
can enable the quality of services to be improved.

® Non-paid volunteers will accept, and participate in, training
activities.

® Non-paid volunteers will perform difficult assignments and
will continue to participate over long periods of time.

® Non-paid volunteers can develop and sustain positive work-
ing relationships with paid staff members.

* Non-paid volunteers will accept important responsibilities
and feel accountable for the quality of their performance.

Many social welfare agencies and rehabilitation facilities which
currently have paid Directors of Volunteer Services began their
volunteer programs under the leadership of non-paid volunteers.
In a large number of instances, the volunteer leaders were of-
fered, and they accepted, the paid position, thereby continuing
to guide the volunteer program and help it improve and grow.



Full-Time or Part-Time

Many rehabilitation facilities provide important services through
part-time staff members. Reasons for this practice include the
scarcity of qualified personnel, the lack of funds to employ full-
time staff, and sometimes the needs of clients do not necessitate
full-time staff in every specialization. In similar fashion, these
conditions may warrant the appointment of a part-time Director
of Volunteer Services.

Each facility must examine its needs and resources in order to
determine the validity of either a full-time or part-time director
for its volunteer program. Frequently, the number of volunteers
is used as the chief criterion for deciding between a full-time or
part-time person to direct the facility’s volunteer program. This
may or may not be a valid criterion.

Other factors are relevant to the amount of time required to
manage a particular volunteer program. If one of the facility’s
goals is to expand its volunteer program and/or increase the
program’s effectiveness, a full-time Director of Volunteer Services
might be essential. The geographical area served by the facility
may be so large that considerable time is consumed in traveling
to recruit, interview, and prepare volunteers for service. A
similar situation may be encountered if the rehabilitation pro-
gram is provided through several decentralized facilities. Regular
sponsorship of projects by a large number of organizations may
require the facility’s Director of Volunteer Services to be con-
tinuously involved with arrangements, scheduling, communica-
tions, and record keeping.

Current statistics and future projections indicate that the num-
ber of handicapped persons is not decreasing, nor will the needs
of handicapped persons be easily or quickly met with available
or projected resources. Therefore, it seems reasonable to antici-
pate growing application of voluntary action in order to expand
services to handicapped persons. Growth in numbers of volun-
teers and broadening the scope of voluntary action will require
increased direction of volunteer programs in rehabilitation facili-
ties. It is unrealistic to believe that volunteer programs can be
expanded or become more effective without full-time direction
and knowledgeable management.
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program. This status enables the Director of Volunteer Services
to relate with other department heads on equal terms, and to
maintain a direct working relationship with the Executive Direc-
tor. Another pattern, which can provide the same advantages, is
to designate the Director of Volunteer Services as a special assis-
tant to the Executive Director.

Significant factors in terms of the organizational status of a
Director of Volunteer Services are (1) that key facility leaders
clearly understand his authority, and (2) that key facility leaders
work with him as a member of the facility administrative team.

Four Specific Options

Four administrative arrangements are enumerated below. Not
included is the situation in which the facility’s Executive Director
personally provides direction to the volunteer program and per-
sonally supervises the management of the program’s operational
procedures. While this approach obtains strong centralized
administration and incorporates certain concrete advantages, it
is not a practical arrangement for most rehabilitation facilities.

The four options below are presented in order of desirability
as related to achieving the goal of an effective volunteer pro-
gram. The influence of the Special Considerations previously
examined will be obvious. While all four approaches are capable
of producing a centrally administered volunteer program, only
the first two arrangements are recommended by this series of
handbooks in terms of fulfilling the standards and objectives of
a PLANNED VOLUNTEER PROGRAM,

1. Paid staff member, department head, full-time employee,
devotes 40 hours per week to directing the volunteer
program.

2. Paid staff member, department head, part-time employee,
devotes minimum of 20 hours per week to directing the
volunteer program.

3. Unpaid volunteer (selected as an individual, not as a group
representative), special assistant to Executive Director, de-
votes 40 hours per week to directing the volunteer program.
Considered to be senior staff member with authority dele-
gated by the Executive Director: attends staff meetings,
official expenses reimbursed, etc.
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4. Same as Option 3, above, with the exception that the vol-
unteer devotes a minimum of 20 hours per week to direct-
ing the volunteer program.

THEORIES OF ADMINISTRATION

Organizational development and operation have been studied
for many years by scholars and practitioners who are specialists
in the social and physical sciences. One result of their studies
has been the formulation of theories concerning the administra-
tion or management of organizations. These theories are of par-
ticular relevance to the administration of volunteer programs
because they advocate two greatly contrasting approaches.

The classical management approach is based on scientific man-
agement theory and administrative management theory, both of
which developad within schools of industrial relations. Reflecting
the perspective popularly known as “human engineering”’, the
classical management approach emphasizes a one-dimensional
explanation of motivation. Thus, the central premise of this
approach is that productivity and work performance are primarily
motivated by strictly personal needs and individual desires for
material rewards/benefits. In terms of paid employees, it is
believed that workers will produce to maximum capacity in order
to obtain greater economic rewards/benefits.

The chief characteristics of the classical management approach
are:

1. Worker is viewed as individual entity who is unaffected
by environmental or social influences.

2. Worker is considered to have the obligation to produce at
maximum physical capacity.

3. Worker is expected to modify his behavior and subordin-
ate his ideas to the demands of the job.

4. Little emphasis on careful assessment of prospective work-
er, and little interest in matching worker’s interests and
skills with an appropriate job.

5. Jobs are highly specialized and rigidly outlined in precisely
written descriptions.



6. Great emphasis on training worker to perform job in the
“proper way.”

7. Supervision is highly structured and disciplinary in nature.

8. Workers who have personal difficulties or cause problems
are coped with by termination.

9. Little opportunity for workers to change job assignments.

10. Promotion of workers to positions of greater authority and
responsibility is not encouraged nor facilitated.

11. Little communication or informal interaction between
workers and supervisors.

12. Emphasis is given to status or position of authority within
the organization, and separation of workers from manage-
ment is vigorously fostered.

13. Little interest in the ideas, attitudes, or suggestions of
workers.

14. Control of the organization is authoritatively directed by
orders from top leaders through established channels.

15. Little, if any, participation of workers in decision making
related to operation of the organization.

The human relations approach to administration has emerged
from observations of social scientists who view the entire work
setting as a social institution. The central focus of human rela-
tions theory has been the informal organizational structure.
Emphasis is given to the informal structure of an organization

and the impact that results as a consequence of interaction be-

tween organizational design and interpersonal relations among
workers. Assumptions within human relations theory are under-
standably oriented to the social needs of workers. Motiva-
tion is considered to be affected by multiple forces, including
personal, cultural, and technological influences. Thus, the central
premise of this approach proposes that productivity and perform-
ance are predominantly motivated by social needs and individual
appreciation of noneconomic {or symbolic) rewards/satisfaction.
Accordingly, it is believed that all persons will perform roles and
assignments satisfactorily in order to experience personal psycho-
logical gratification and in relation to group norms.
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The chief characteristics of the human relations approach are:

1.

10.

11.

12.

13.

14,

Worker is viewed as a group member who is affected by
environmental or social influences.

. Worker is encouraged and helped to develop responsible

attitudes favorable to producing at highest potential.

. Worker is encouraged to evaluate his job situation and

cooperate with efforts to improve each situation in rela-
tion to organizational goals.

. Considerable effort to determine qualifications of each

prospective worker, followed by careful matching of indi-
vidual interests and skills with appropriate job.

. Jobs are outlined and written descriptions are used in a

flexible manner as a tool for the mutual benefit of worker
and organization.

. Participatory training is provided to help worker sharpen

skills and acquire knowledge for application and/or adap-
tation to present or future assignments.

Supervision is provided both formally and informally as a
means of helping achieve goals of worker and organization.

Workers who have personal difficulties or cause problems
are extended assistance that can alleviate or eliminate
causal conditions in order to prevent termination.

Opportunities for workers to change job assignments.

Promotion of workers to positions of greater authority and
responsibility is encouraged and fostered.

Open and free communication between workers and
supervisors.

Status and position of authority within the organization is
minimized, while informal interaction between workers
and management is fostered.

Expression of ideas, attitudes, and suggestions is encour-
aged and pursued to achieve constructive results.

Control of the organization is democratically directed by
leaders who encourage and facilitate broadening the
sources of power and authority.
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the beneficial results produced through the practice of demo-
cratic leadership and human relations techniques:

® Greater productivity.

® Higher quality.

Reduced discontent and tension.
® Increased cooperation.

These are benefits every organization would like to experience,
and are particularly significant for rehabilitation facilities. There-
fore, it is strongly recommended that the human relations ap-
proach to administration be applied within rehabilitation facilities
and their volunteer programs.



APPENDIX

PART 1. SAMPLE JOB DESCRIPTION
Director of Volunteer Services

The following job description is presented as a helpful guide
to rehabilitation facilities. Each facility will need to adapt this
sample or develop an entirely different description in accordance
with its own requirements and circumstances.

Title: Director of Volunteer Services

Major Objectives: To assist the operation of the rehabilitation
facility and enrich the lives of handicapped and disadvantaged
persons by organizing and administering a volunteer program
responsive to the policies of facility leaders and the needs of
clients. To promote and facilitate volunteer participation
throughout the facility by involving individual citizens and
cooperative organizations representative of the entire commu-
nity. To provide direction to, and foster constructive develop-
ment of, a dynamic program of volunteer services and volun-
tary action.

Major Responsibilities: Directing the formulation of guidelines
for the operation of a PLANNED VOLUNTEER PROGRAM.
Determining, in consultation with key staff members and vol-
unteer leaders, maximum opportunities for volunteer partici-
pation. Preparing, with appropriate assistance, job descriptions
for volunteer activities. Performing and/or arranging for the
recruiting, interviewing, selecting, placing, preparing, and su-
pervising of individual volunteers and volunteer groups. Main-
taining records of volunteer activities and the total volunteer
program. Supervising evaluation of individual and group vol-
unteer service, and the total volunteer program. Organizing
recognition programs and enabling rotation of volunteer as-
signments. Coordinating the volunteer program within the
facility’s total operation. Interpreting the facility’s volunteer
program to individuals, organizations, and the general com-
munity. Developing staff understanding of the important role
of volunteer services. Participating in community activities and
cooperating with Community Organizations and Facility Or-
ganizations. Working closely with the Board Committee on
Volunteer Services and its subordinate committees and task
forces. Preparing budget materials and reports on the volun-
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teer program. Participating in staff training activities and the
process of program planning for the entire facility. Advising
facility leaders on policies relevant to the expansion and im-
provement of the service program, in general; of the volunteer
program, in particular.

Time: Full time is preferred. A minimum of 20 hours per week
is required. Additional time may become necessary for special
meetings, conferences, or unusual activities. There may be
occasions which necessitate working evenings or weekends.

Place: The Director of Volunteer Services will have an office in
the facility, and records and materials will be centrally stored
at this location. Certain activities and responsibilities will re-
quire travel to locations within the community or other
communities.

Qualifications: Genuine concern for all people. Respect for the
dignity of every individual. Personal belief in the value of
rehabilitation services for handicapped and disadvantaged
persons. Conviction about the importance and benefits of vol-
unteer participation. Knowledge of community structure, com-
position, and organizations. Familiarity with local programs
serving handicapped and disadvantaged persons is helpful.
Working understanding of the dynamics of human behavior,
especially motivational influences. Working knowledge of or-
ganizational functioning and administrative principles.

Substantial experience in community service or volunteer
organization work is highly preferred, especially if leadership
roles were fulfilled. Several years of paid employment which in-
cluded supervising individuals, coordinating programs, or other
administrative responsibilities are desirable. (Documented vol-
unteer service in responsible management capacities may be
equated with paid employment, especially if performed in
rehabilitation facilities.)

Demonstrated ability to establish and maintain harmonious
working relationships with people of all socioeconomic back-
grounds is essential. Capacity to creatively plan and direct a
dynamic program of human service. Ability to work within an
organizational framework without becoming bogged down in
traditional routines or without becoming complacent about the



status quo. Skill at communicating in writing and speaking is
essential. Ability to provide leadership. Capacity to enlist the
cooperation of others,

Desirable personal characteristics include maturity, flexibili-
ty, optimism, imagination, sense of humor, enthusiasm, perse-
verance, firmness, and patience.

Academic preparation at a recognized college or university
is preferred. A bachelor’s degree with major study in social
science, adult education, or some phase of management is
desirable. Specialized training in human relations, personnel,
rehabilitation, or other particularly relevant subjects may be
equated with specific experience or educational requirements.

Preparation: Completion of an extensive personal Orientation
to the facility and its volunteer program. Pre-Job and On-the-
Job Training may include special seminars conducted by facili-
ty staff persons, or participation in workshops provided by
educational institutions. Continuing Education may be experi-
enced through special institutes and conferences, college
courses, and the Continuing Education programs sponsored by
the facility.

On-the-Job Supervision: Direction and guidance is provided by
the Executive Director to whom the Director of Volunteer
Services is accountable. Advice is received from the Board
Committee on Volunteer Services, which also reviews the
volunteer program on a regular basis.
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PART II. SAMPLE FORMS

The following forms are presented as models. Each facility will
need to adapt each model or develop an entirely different form
in accordance with its own circumstances and record keeping
system.

A. Application Form

VOLUNTEER SERVICE APPLICATION

Potential Fulfillment Rehabilitation Center
Everycity, Everystate

Please Print

Name (Mr.) (Mrs.) (Miss)
Home Address Zip Code

Home Phone Business Phone Social Security No.
Driver’s License No. Is car available?

Volunteer Experience

DATES (Years) DESCRIPTION OF WORK

Employment Experience
DATES (Years) DESCRIPTION OF WORK

Interests, Skills, Hobbies

Memberships (service, social, religious)

Type of volunteer work preferred

(continued on next page)



Available for Volunteer Work

MON | TUE | WED | THUR | FRI SAT SUN

Morning

Afternoon

Evening

Name of person who should be contacted in case of emergency

Phone
Name of family doctor. Phone
Current occupation
Date of birth Place

Education (circle highest grade) 1 2 3 456 7 8 9 10 11 12
College: 1 2 3 4  Post graduate study
Major subjects

Special training

Name of spouse.
Occupation of spouse
Ages of children
Condition of health
Physical limitations

References
1. Name and address
2. Name and address
3. Name and address

Signature of Applicant

Date

Person receiving Application Form
Person to whom referred for General Interview.
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B. Interview Summary Form

INTERVIEW SUMMARY

Potential Fulfillment Rehabilitation Center
Everycity, Everystate

Date Name of Interviewer.
Name of Applicant
Social Security Number
Reasons for volunteering

Specific Impressions
Enthusiastic/ Indifferent
Reserved/ Aggressive
Calm/Fidgety.
Easy/Difficult to understand
Understanding of rehabilitation
Understanding of volunteer service

Physical Strengths/Limitations

Other difficulties or potential obstacles to effective participation

General Impression

Comments (special qualifications, strengths, interests, training,
needs, etc.)

Recommendation: Not accept
Accept and refer/assign to

Signature of Interviewer

Specific Interview
Accept ——  Not Accept
Date

Signature of Interviewer

Signature of Department Director.

(The Application Form and Interview Summary Form can be
maintained together in a central file in alphabetical order.)



C. Job Request Form

REQUEST FOR VOLUNTEER(S)

Potential Fulfillment Rehabilitation Center
Everycity, Everystate

Date :
Source of Request Department
Name of Contact Person Department

Phone No. or Extension
Type of work; Job title and major responsibilities.

Qualifications—special knowledge or experience; physical re-
quirements; personal characteristics

Number of volunteers needed

Days and Hours preferred: MON TUES

WED THURS. FRI

SAT. SUN Total per week—
Starting date Completion date

Volunteer(s) reports to

Specific Interview required Yes No
Interview to be conducted by
Comments
Approved:
Date Signature of Department Director.

* * * * * * * * * * * * * * *
Request received by. Date

Request filled Unable to fill Other

Date Referred | Name of Volunteer/Group | Number Placed
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D. Reference Form

Potential Fulfillment Rehabilitation Center
Everycity, Everystate

Dear.

has applied for volunteer
work at this facility. Your name was listed as a reference, and we
have been authorized to communicate with you. It will be help-
ful to receive the following information which will be treated
as confidential material.

How long have you known the applicant?

In your opinion, would this individual be a responsible and
reliable participant in our volunteer program?

Are you aware of any physical or other conditions that might
be considered sources of (potential) difficulty?

Any other comments or information you think might be helpful
will be greatly appreciated. Please inform us about specific
strengths or weaknesses of which you might be aware.

Thank you for your cooperation.

Yours truly,

Director of Volunteer Services

(As indicated, reference forms should be discussed with the
applicant, or in some other manner the applicant should author-
ize communicating with references listed on the application
form.)



E. Permanent Registration Card and Service Record

The front side of this form is prepared by transferring informa-
tion from the application form. This form is not prepared until
after the volunteer has been interviewed and accepted, and has
started to participate in some aspect of the volunteer program —
training, committee work, Direct Service assignments, etc. Much
of the data on this form can be recorded in ink (or by typewriter)
since this is a permanent record.

VOLUNTEER REGISTRATION CARD

Potential Fulfillment Rehabilitation Center
Everycity, Everystate

Date information obtained
Name (Mr.) (Mrs.) (Miss)

Home Address

Telephone: Home Business.

Name of person who should be contacted in case of emergency
Telephone

Name of family doctor. Telephone

Social Security No. —__Date of birth Place

Condition of health
Physical limitations.

Name of spouse Ages of children
Current occupation
Previous volunteer experience

Previous employment experience

Memberships

Interests, Skills, Hobbies

Education

Major subjects

Special training

Notes and remarks

(See reverse side of form for volunteer service record)
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Reverse Side of Form E

ASSIGNMENT AND SERVICE INFORMATION

Name (Mr.) (Mrs.) (Miss)

Telephone: Home Business

Assignments

JOB TITLE/OFFICE/
COMMITTEE OR TASK FORCE | DEPARTMENT DATES HOURS

Orientation and Training

TYPE OF PREPARATION DATE COMPLETED HOURS

Recognition/ Awards

TYPE DATE




F. Processing Check List

CHECK LIST OF BASIC PROCEDURES
FOR VOLUNTEERS

Potential Fulfillment Rehabilitation Center
Everycity, Everystate

Name of Volunteer

Procedure Date and Initials

Application Form completed

Interview Summary completed
Registration Card completed

Orientation scheduled

Orientation completed
Pre-Job Training scheduled

Pre-Job Training completed

Initial Assignment planned for first day on the job (Job and
Name of Supervisor)
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G. Sign-In/Si

gn-Out Record

This form is located in a convenient and strategic place. Each
volunteer fills in one line on the occasion of every recordable

period of off

icial services.

SIGN-IN/SIGN-OUT RECORD

Potential Fulfillment Rehabilitation Center
Everycity, Everystate

(Department/Division/Branch)

Period begin

ning

NAME

ASSIGNMENT

DATE

TIME IN

TIME OUT

TOTAL

Signature

Supervisor/Director



H. Report of Absence Form

ABSENCE/ VACATION REPORT FORM

Potential Fulfillment Rehabilitation Center
Everycity, Everystate

Please Print or Type

TO:

The following volunteer was/will be absent on the date(s)
indicated below.

Name

Date(s)

Reason for Absence

Comments.

Report submitted by. Date

Report received by Date .
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I. Supervisor’'s Record

This form is maintained by the volunteer’s immediate super-
visor in the supervisor’s file cabinet or the departmental file
cabinet. In this way, the supervisor has basic data that is accessi-
ble, and he does not have to communicate with the facility’s
central office for information of routine nature or in the event
of an emergency.

VOLUNTEER BASIC DATA FORM

Potential Fulfillment Rehabilitation Center
Everycity, Everystate

Name of volunteer: (Mr.) (Mrs.) (Miss)
Home address

Telephone: Home Business
Name of person to be contacted in case of emergency.
Telephone

Condition of health
Physical limitations

Name of family doctor. Telephone
Name of spouse

Current Assignment (Most current last)
TITLE/DUTIES SUPERVISOR DATES HOURS

Comments.




J. Evaluation Form (Individual Volunteer Performance)

VOLUNTEER EVALUATION FORM

Potential Fulfillment Rehabilitation Center
Everycity, Everystate

Date ___Evaluation by.

Evaluation of

Period of time being evaluated

Assignments during above period of time

Evaluation Scale:
0 | 98 | 765 ]43210

Excellent | Very Good | Satisfactory | Unsatisfactory

Reports for assignments as scheduled.

If unable to report, calls supervisor promptly.

Relates well to clients.

Performs assignments effectively.

Displays courtesy, tact, and patience.

Applies knowledge and techniques as learned.

Understands objectives of assignments.

Understands purpose of facility.

Executes procedures accurately.

Asks questions when in doubt.

Approaches assignments with seriousness.

Works well with paid staff.

Works well with other volunteers.

Exhibits interest and enthusiasm.

Understands role and value of volunteer
participation.

Accepts supervision in positive fashion.

Attempts to learn from every experience.

Enjoys volunteer work.

Expresses opinions and disagreements in
mature manner.

Shows growth as a result of participation.

Anticipates and prepares for problems.

Participates in training willingly.

(continued on next page)
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Accepts changes as challenge.
Seeks opportunities to improve and advance.
Accepts responsibilities with commitment.

Overall rating of volunteer
Outstanding

- Above Average
Average

Below Average

Comments.

Recommendations

Date Signature of Supervisor.

Date Signature of Volunteer.




K. Evaluation Form (Volunteer Program)

Evaluation of the total volunteer program should proceed on
the basis of the following two conditions:

1. Improvement can be effectively measured in relation to
established program objectives.

2. Assessment of the volunteer program should involve facility
leaders, key paid staff members, active volunteers, and
clients of the facility. (Representatives of the general com-
munity might be included in certain phases of the evalua-
tion process.)

This sample form is intended to illustrate the type and form of
questions that can be considered in organizing an approach to
evaluate a volunteer program in any rehabilitation facility. Certain
questions can be deleted, some questions may have to be re-
phrased, and it will be appropriate to add questions in relation
to particular situations.

EVALUATION OF VOLUNTEER SERVICES
PROGRAM

Potential Fulfillment Rehabilitation Center
Everycity, Everystate

Period covered by this evaluation: July 1, 1972 through june 30,
1973.

I. PROGRAM ADMINISTRATION

A. Has a written plan for volunteer participation been ap-
proved by the governing body of the facility? Yes— No—

B. Has a written plan for volunteer participation been ap-
proved by the paid staff of the facility? Yes— No

C. Has a Board Committee on Volunteer Services been ap-
pointed? Yes No

D. Has a Director of Volunteer Services been designated?
Yes. No

E. Have adequate arrangements been made for office space,
equipment, and operating funds? Yes No.

F. Have written guidelines for the operation of the volunteer
program been formulated? Yes No.

(continued on next page)
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G. Identification of Specific Jobs for Volunteers

1.

2,

3.

Have specific jobs for volunteers been identified?

Yes No

Have Job Descriptions been prepared for individual
volunteer assignments and Group Projects? Yes— No—
How many new Job Descriptions were prepared during
the past year?

il. PROGRAM OPERATION

A. Recruitment

B.

1.
2.

3.

How many volunteers participated during 1971-727____
What number of volunteers was determined to be re-
quired during 1972-73?
How many volunteers participated during 1972-732
During 1972-73, how many new volunteers were re-
cruited and began participating in the program?
What recruitment methods and techniques were used
for the first time during the past year?

. Number of volunteers in each grouping:

1971-72 1972-73

Youth, 13-21 years
Young persons, 21-35 years
Persons 35-60 years
Persons 60 years or older
Men
Women
Handicapped persons
Culturally and/or socially
disadvantaged persons
Minority-group persons
Blue-collar workers

Interviewing

1.

How many volunteers were personally interviewed
prior to being accepted for participation?
1971-72——— 1972-73

How many volunteers were personally interviewed
shortly before, or soon after, they discontinued active
participation? 1971-72_______ 1972-73

(continued on next page)



C. Preparation

1.

2.

How many volunteers participated in Orientation pro-
grams? 1971-72____ . 1972-73
How many volunteers participated in the following
types of training programs?

1971-72 1972-73

Pre-Job Training
Continuing Education

. What new or different methods were utilized in Orien-

tation and Training programs during the past year?

What changes in content or personnel were intro-
duced during the past year in relation to Orientation
and Training programs?

Were Orientation and Training programs provided
more frequently during the past year than in previous
years?  Yes No

Explain.

Was the Manual for Volunteers reviewed and/or re-
vised during the past year? Yes No

D. Supervision and Evaluation

1.

During the past year, did each volunteer meet with, or
have adequate opportunities to meet with, his super-
visor?  Yes No

During the past year, did each volunteer participate
in some type of process designed to assess his per-
formance of assignments?  Yes No.

During the past year, how many volunteers changed
jobs within the facility’s program?
During the past year, how many volunteers advanced
to leadership roles, jobs with increased responsibilities,
or jobs which required increased skill or knowledge?
Leadership roles
Increased responsibilities
Increased skill or knowledge

(continued on next page)
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E. Recognition
1. During the past year, what changes were made in the
procedures for formally or informally recognizing the
valuable services and activities performed by volun-
teers?

F. Personal Expenses
1. In what ways are volunteers assisted with direct or in-
direct expenses related to their participation, such as
parking, insurance, transportation, meals, conference
costs, etc?

G. Program Development and Evaluation
1. How often are formal reports on the volunteer program
presented to the facility’s governing body (Board of
Directors)?

2. During the past year, what specific changes — other
than those already noted above — were made in the
volunteer program as a result of the previous year’s
program evaluation, or as a result of informal sugges-
tions from volunteers, paid staff, clients, or others?

(continued on next page)



H. Activities of Volunteers

1. What number of volunteers participated in each of the
following categories of activities, and what was the
extent of their participation?

1971-72 1972-73

NO. HOURS NO. HOURS

Direct Service

Ancillary Services

Recreational-Social
Activities

Administrative-Clerical
Activities

Social Action

Public Relations

Fund Raising

Group Projects

I. Group Volunteering

1. Has one or more Facility Organizations been active in
your program during the past year? Yes No
2. How many Community Organizations participated in
your volunteer program? 1971-72___  1972-73
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Verily | say unto you, inasmuch as ye have done it unto one of
the least of these my brethren, ye have done it unto me.

Matthew 25:40

The future of the earth is in our hands.

Pierre Teilhard de Chardin

I refuse to accept the idea that the “isness” of man’s present
nature makes him morally incapable of reaching up for the
“oughtness” that forever conf