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SCORECARD

Want to see how you're doing? Below are some representative questions to help you take the
temperature of your program.
cies, and you might even want to make up some of your own Scorecard questions. Please be
sure to look at all questicns.

Of course, not all questions are equally relevant to all agen-

Place two checks on each line if you Te sure it's true for you . . . . . . . . . _ o4
Place one check on each line if you're uncertain or if it's only partly true . . 7
Leave the line blank if it's not true for your program . . . . . . . . . . ..
" PLANNING

1. Spent at least three months planning our program, before it started, carsfully

consulting all relevant people . . . . . . [
2, During this time we looked into at least three nntionnl publicntioﬂs an the

subject . . . . L L L . L e s e e e e e e e e e e e e e e e e s

RECRUITMENT AND SCREEMNING

3. We have written volunteer job descriptions, at least two paragraphs long . . .
4. Deliberately go out safter the kind of people who can fill our volunteer jobs .
5. At lesst half of our volunteers are personally and consistently involved work-
ing dirvectly with clients . . . . . . . .0 0 o 0 0 el s e e e e e
6. Definite plans or efforts to involve new types of people as volunteers: minor-
ity, younger, older, poor, #tC. . . . . . . 4w = x s e e s . . .
7. Before accepting volunteers we use and study a volunteer background regiatra-
tion form . . . . . L. .. e e e e .
8. Each volunteer is interviewed at ieast once befara acceptance [
9. Each volunteer is interviewed at least twice by different people . ., . , .
10. At least half of the clients we think could benefit from volunteers, have thell

ORIENTATION AND TRAINING

11. Require at least five hours volunteer orientatiop before assignment . . . . .
12. Top wanagement and/or regular steff are closa]y invelved in volunteer orienta-

thon . . . . .. .. 000 .
13. We have in-service training meetings :lonthly or nore oftem . . . . . . .. .

14. Films and/or tapes, and/or slide shows, and/or role plays used for at lust
25% of the total training time . . . . . .. ... ...

HHIIIH]II iF |

15. Each new volunteer receives and keeps a written orientation mm.n] e e e
16, Systematic effort to orient staff to working with volunteers . . . . . . . . .
ASSIGNMENT, WORK ROLES
17. We have 8t least two main slternative work roles for volunteers . . . . . .
18, We deliberately seek maximum compatibility of volunteer and client by asking
and assessing both volunteer and client . ., . e e e e e e e e
19. In addition to intuition, we employ specific cumpanbﬂity criteria such as
home location, interests, sex, age, etc. . . . C e e e e e e
20. Volunteers sign or explicitly assent to a work contract of specific time com-
mitment over a maximum periocd of at least eight months . . . . . . . .
21. At least 90% of our volunteers are assigned and on the job no mors than four
weeks after the end of pre-service training . . . . . . .. . . . ... ..
THE VOLLNTEER COORDINATOR
22. We have regular position of Volunteer Coordinator or Director . . . . . . ..
23. He/she feels he has enough time to do the job adequltsly . e e e
24, Volunteer Coordinator is suitably paid . . . . . . . e e e e e e e e .

25. Our Volunteer Coordinator has attended at lsast three days of training institute
conferences, also has read at least 150 pages in this specific area in the

PASE YOBY . .+ & & 4 4 h a4 s e e e a e e e e e e e
26. Our Volunteer Coordinator has an office near other staff, and is ragularly in-
vited to attend staff meetings at supervisory level . . . . . . . ... ..

27. Mot more than 40 volunteers for each direct supervisor of volunteers . . . . .
MOTIVATION - INCENTIVE

28. Fach volunteer has an I.D. card or lapel pin or other suitable agency identifi-
cation , . . . . . .
29. Certificates .md/or velunteer recognition neeting at least once a year . . .
30. Regular or supervisory staff are also recognized for their leadership role in
volunteery progras . . . . . . ¢ . o« . o4 s . .
31. Volunteers have a desk or other designated plnce to roost at ageney . . . . .
32. Provision for good experienced volunteers to move up in responsibility and status
as volunteers, e.g., head volunteer, volunteer advisory bosrd, ete. . . . .
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33. At least one of our ex-volunteers is now on regular paid staff . . . .
34. Of volunteers who complete trasining, at least two-thirds are with us at the end
of & year (or their assigned hitch) . . . . . .
35, At least a third of our new volunteers are brought 1n by present vulunteers .
RECORD KEEPING, EVALUATION

36, Within five mpinutes, we can tell you (a) exactly how many volunteers we have,
and also (b) for any individual voluntesr-current address, job and assigned

client, ifany . . . . . . . . .
37. Volunteers are required to report at least once a month by phone or by report
form, and we enforce this . . . . . . . . . P
38. At least twice a year we systematically ask regular staff uhat they thmk of
volunteerprugrans.............................
39. pitto, both volunteers and clients, what they think . . . . . . . . P
49, Generally, wvolunteers are actively lnvelved ie g., edvisory board) in decisions
regarding their own volunteeér programs . . . . . . . . . . [
41. We have a regular statisticel-evaluative component superused by n. prufessional
inthe area . . . . .« . . . L L e e e e e e e e e e e e e e e e

BUDGET, FINANCE

42. We prepare a regular, carefully considered budget for the volunteer program .

43, We keep pood account books and formal records on the program . . . . . . . . .

44, At least one-half of our volunteer program funding is from local sources (includ-
below) . . . . . .. . ..

At least one-half volunteer program fundmg is incorporated in regular state
or local agency budget . . .

45

PUBLIC RELATIONS

46, We have a newsletter for our volunteers, monthly or bi-menthly . . . . . .
47. Main (or only) local newspaper has at least three favorable articles or ech-
torials on volunteer program each year . . . . . . . . . . . . . e e e .
48. At least one of those is not deliberately requested by wus . . . . . . . . . .
49, Regular staff invited to talk on our program in town at least ten times & year
S0. Agencies or organizations in similar service areas have expressed approval of
our volunteer Program . . . . . « ¢ - « o+ « + 4 o= s b e s ow o= s s .-

Scoring yourself: Just count the checks. Total Volunteer Program Score

DII!H |

YOUR COMMENTS ARE WELCOME.

Name Date Organi zation

| SCORECARD - VOLUNTEER PROGRAMs: |

Scorecard {BFS-1) has been developed over the past four years.
It is directed towards coordinators, directors, supervisors, or ad-
ministrators of local volunteer programs. [t has been designhed to
be a self-report on a sampling of standards of volunteer program ad-
ministrative performance, according to our pick-up from the field.
Obviously only a sampling rather than an exhaustive enumeration of
all standards are presented for self-report. The form can be given
to directors and their supervisors independently to compare their
perceptions of the program. A spread of more than 10 points is
cause for concern. Newer program directors should be forewarned to
expect extremely low scores. The advantage, of course, is that
you've no place to go but up.

It is probably useful for a director to self-administer Scorecard
about every three-six months, On a group basis, Scorecard averages
can be used as input in the design of training programs for direc-
tors of volunteer programs, or even the composition of workshop
groups in various topic areas.

Scoring - Examinee simply counts the number of checks in each of
the nine sections, records each, and then records a total for all
nine. Doublecheck the count and the addition; people do make mis-
takes in addition., These part and total counts of checks are here-
after called ‘'raw scores."

*3ee preceding page for form.



. ANALYTIC
BFS-1 - PRELIMINARY NATIONAL NORMS

Scorecard s divided Tnto nine subsections covering major volun-
teer program management functions such as Planning, Recrul tment
1. Overall 11. Analytic and Screening, Orientation and Training, etc. Since these
norms are based on fewer items each than total Scorecard norms,
they must be considered even less reliable, though still useful
as rough approximations.

{. OVERALL

These norms are based on 308 people. The sample has been collec- )
ted over the past three years and includes mainly coordinators !

from a U.S.-Canadlan population., About half of these were crimi- PLANNING: Questions i-2 - Score ranges 0-4
nal Justice-related programs; the others were not, and there .
appears to be no gross blas between the two groups. i *1f your raw score is: *You ::;h:fpiz::':atelg
YRaw Score'' taken directly from You are approximately 0 10% of programs
Scorecard as per instructions: higher than: 1 19%
6- 5 .003% 2 f.zz
1M - 15 1% ou are in top
16 - 20 2%
21 - 25 3% ; RECRUTTMENT AND SCREENING: Q. 3-10 - Score ranges 0-16
26 - 30 7% ' 0- 6 10% of programs
36 - L0 16% - 10 433
W~ 45 23% ’ -
57%
46 - 50 312 12 72%
56 - 60 5h% 13 o3
61 - 65 67% 15 - 16 Y in the top 6%
66 - 70 77% 5 - ou are in t top
n- 7 88%
76 - 80 93% ORIENTATION AND TRAINING: Q. 11-16 - Score range 0-12
81 - 85 96%
86 - 90 992 0- 2 10% of programs
9t - 95 99% 3- 4 232
96 - 100 100% 5 33%
6 45%
Raw Score Scorecard Percentage Estimate % 22§
50 3% ' 9 77%
51 32% | 10 87%
52 34% 1 - 12 You are in top 13%
53 37% |
54 382 i
55 Loz ; ASSIGNMENT AND WORK ROLES: Q. 17-2! - Score ranges 0-10
56 42% 0o~ 1 3% of programs
57 L5% ; 2 - 3 17%
58 Loy : 4 28%
59 50% 5 38%
60 542 6 50%
61 57% 7 6h2
62 60% 8 80%
63 62% 9 93%
64 643 10 You are in upper 7%
65 67% *Each subsection - same headings




THE VOLUNTEER COORDINATOR: Q. 22-27 - Score range 0-12

*|f your raw score is:

0- 1
2- 3
b- 5
6
7
8
9
0
H
12

*You are approximately
higher than:

6% of programs
9%
L}
22%
313
h2% -
60%
) F 4
90%
You are in upper 10%

MOT IVAT ION- INCENTIVE: Q. 28-35 - Score range 0-16

0- 2
3- 4
5
6
7
8
9
10
11
12 - 13
14 - 16

10% of programs
19%
26%
hny
50%
58%
66%
78%
8s%
94y
You are in upper 6%

RECORD KEEPING, EVALUATION: Q. 36-41 - Score range 0-12

0 -

W oo~ W e

10
11 - 12

10% of programs
16%
30%
4o
53%
612
73%
82%
943
You are in upper 5%

BUDGET-FINANCE: Q. 42-45 - Score range 0-8

O VA o = O

16% of programs
21%
31%
39%
66%
7%
a8%
90%
You are in upper 10%

*Each subsection - same headings

-‘o-

PUBLIC RELATIONS: Q. 46-50 - Score range 0-10

You are approximately
If your raw score is: higher than:

0 -

9% of programs
19%
26%
g
Loy
62%
69%
8u%
90%
You are in upper 10%

OO 0O~ O W NS

BF5-1 SCORECARD - YOUR PROGRAM PROFILE

Now you are ready to use the BFS-1 Program Profile Sheet. First
place your overall {total) score and percentile in the upper lefthand
corner. Then, after tallying each subsection of Scorecard and locat-
ing your estimated percentile on Basic Feedback System norms, plot each
section with periods (.) or {x), and connect them with stralght lines.
The resulting line graph will allow you to visualize strengths and
weaknesses of your program, areas of needed further training and devel-
opment, etc.

People do get surprised when they see their profile. First of all,
remember that these are only rough approximations. Second, remember
that these are relative values. For example, you may be right In find-
ing that your record keeping is poor; if you stlll come out above
average naticnally, it only means that most others are even poorer.

-11-



BFS-1 - SCORECARD

Overall Raw Score
Overall Percentlle

YOUR PROGRAM PROFILE

Plot values only approximately. WNote: These are percentiles, not raw scores.

100%-
90%- J
Bo%- -
70%- i
60%- E
50%- E
40%- -
0% p
20%- ;
10%- R
1] N : " N 1 s 2 N
Planning Recruit- @rienta= Assign- Volunteer Motiva- Record Budget, Public
ment and tion and  ment, Coordina- tlon - Keep- fFinance Relations
Screen- Tralning Work tor tncen- ing,
ing Roles tive Evalua-
tion

=12~
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[ STAFF REACTIONS TO VOLUNTEER PROGRAMS |

This questionnaire is not just to make more paperwork for you. It's because we want your frank
ideas on the improvement of the volunteer program. You way sign it or not, just &s you prefer.
Please answer all questions on the form.

1.
2.

3.

10,

11.

12.

13.
14.

How long have you had any sort of contect with the volumteer program?

How much time during an average week are you in sny sort of contact with volumtieers?
hours.

What are the main different things volunteers do directly under your supervision?

What do you think is the best way of organizing voluntesr programs for your agency?
Choose the closest to right for you.

a. In an organization of their own, as a separate auxiliary.
b. Integrated within the agency as "unpaid staff.”
. Undecided,

In relation to the total number of clients (patients, consumers) served by your agency-
organization, what would be the best or highest ratic of volunteers to clients you'd want?
Choose the closest to right for you.

n

a. One volunteer to 50 or more clients.

b. One volunteer to 20 clients.

¢. One volunteer to 5 clients.

d. One volunteer to 2 clients,

e. One or more volunteers for every client.

Could the agency now use:

a. More velunteers?
b. Fewer velunteers?
¢. About the same number?

What concerns you more about the volunteer program? Check one in each line.
a. Insurance-liability or b. Volunteer training

a. Volunteer turnaver rate or b. Spending too much time with volunteers
What jobs, if any, could volunteers usefully perform that they don't now?

Could any jobs volunteers now perform probably be done better or more efficiently using
paid professional or paraprofessional paid staff?

What are some of the things you see as particularly helpful in the volunteer program?

What are some of the things that could be improved?

What are the best ways of involving volunteers in your organization or agency? Choose one
a. Working directly with clients er b, Administrative duties an each line.
a. Serving as individuals or b, Serving as groups

Were you ever a volunteer in a service area similar to the ope you're in now? Yes ONe O
Any other comments or suggestions you'd care to make would be most welcome.




Signatuse (optional) Du_e

NOTE TO USER: When reproducing this form for use, we suggest you delete the scoring instruc-

tions below.
ROUGH SCORING KEY

Obviously the answers to the questions in BFS-2E contain a great dea! of useful information not
covered in the index below,

Q2.

Qs.

Q.

Q7.

Q8.

q10.

q2.

0 hours = 0. Beyond that, points up to 10 for the number of hours reported divided by 2
and rounded to next highest whoie number. Thus, if 7 hours is reported =
3-1/2 points rounded to 4 points, and 20 hours = 10 points and so does 30.

(1Y o = 0 points (2) For every one of first three which appears responsible,
1 listed = ! point add 1 point. -
2" = 3 points

3 plus = 4 points (3) I;z:te:::'y‘ :l;;‘::i:i:;; :h;eo:ni?vulving direct signifi-
=0, b=10;, ¢ =5.

0; ba 2; c= 4, d=6; e +=10.

= 10 points; b= 0; ¢ =5,

a=0, b=25 (line 1)
a=5, ba0 (line 2)

Mone listed = O points; one = 3 points; two = 5; three = 8; four or more = 10.

¢ or "none” = lb points; one = 5 points; two or more = 0.

None = 0 points; one thing listed = 3 points; two things listed = 5 points;
three things listed = 8 points; four or more = 10 points.

a=5 b=20 (line 1)

aw= 5, b=0 (line 2}

| STAFF REACTIONS TO VOLUNTEER PROGRAMS* |

"Staff'" or "line staff' is defined as paid people who work direct-
ly with volunteers; e.g., social worker, nurse, probation officer.
This form concentrates on staff's commitment to, understanding of,
and satisfaction with volunteers. For example, the form helps you
head off burgeoning staff resistance, while the problem is still
manageable; it also helps you reorient the program to staff needs.
This is obviously Important in gauging the level of staff support or
resistance to the program, and where it Is coming from.

In a big agency or unit, the form doesn't need to be administered
to all staff. You may use a reasonable and fair sample of them, say
once every three or four months. As with other BFS forms, [t can be
administered to individuals or to groups of people all at the same
time.

BFS=-2E - FIRST DRAFT NORMS
The majority of this sample of 66 were staff for youth ser-
vice volunteer programs.
If your Staff Support You are approximately
score [s: higher than:
0 - 40 5% of programs
41 - b5 102
k6 - 50 21%
51 - 55 42%
56 - 60 53%
61 - 65 7%
66 - 70 862
Hn=- 135 95%
76 ~ 100 You are in the upper 5%

NICOV 2/75 - BES_3E

| VOLUNTEER FEEDBACK FORM |

We need your help again--your ideas to help us improve cur volunteer program. FPlease give us
the benefit of your frank opinion on these questions. You may sign the form or remain anony-
mous, just as you prefer. Please be sure to give your best answer for all questions on the
form. Thank you.

1.
z.

10.

1.

12.

13.

How long have you been in this volunteer program?
Please describe briefly your volunteer job(s) in this volunteer program.

Where does your volunteer time go in an average month? Please fill in all the lines ag
best you can.

Hours total per month

Hours with clients, or otherwise on the job, per month

Hours consulting with regular staff per month

Hours in various volunteer meetings per month

Hours filling out reports, paperwork (not part of the job itself) per month

What are the main reasons you joined up as a volunteer?

What are some of the main satisfactions you're getting from your volunteer work now?

What are some of the main frustrations?

What do you see as some of the good things about this volunteer program now?

What do you see as some of the things that could be improved?

Please describe any suggestions you may have on useful new jobs volunteers might Fill in
this program.

Has anyone in the organizstion ever asked you before what you thought of this volunteer
program? Please check the closest to right for you.

No, never directly O Once or twice, maybe O Many times 0

when your present term or year of volunteer services is up, do you plan to sign up again
or continue for another term? Check one, plaase,

Yes, definitely [ Ne D Undecided at this time O

Have you recommended joining this volunteer program to any of your friends or family?
Yes, definitely [ 0 General mention, might not have been a strong recommendation
No, not reslly 0O

For this velunteer program, would you please rate each of the things below on a scale of
D to 5, using the following key:



0 = really doesn't exist 3 = average
1 = exists but poor 4 = good
2 = fair 5 = excellent

Training of volunteers in this program:

0
Acceptance and support of volunteers by staff: 0
Recognition given to volunteers: ]

1}

— e
X CR N Ry )
L7 R R T R
o A
w1 W

Volunteers are trusted to do important things:

14. Any other comments you'd care to wake would be appreciated.

Signature (optiscnal) Date

Volunteer Program

NOTE TO USER: When reproducing this form for use, we suggest you delete the scoring instruc-
tions below.

ROUGH SCORING KEY
Obviously the answers to the questions in BFS-3E contain a great deal of useful information not
covered in the index below,
Question 1 - 0-3 mos. = O points; 3-6 wos. - 1; 7-12 mos. - 2; 13-23 mos. - 5;
2-S yrs. = 8 points; more than 5 yrs. = 10.
2 - Ome job only = 0 points; 2 jobs = 5; 3 or wore = 10,

3 - Total hours less than 2 = 0 peints; 3-5 hrs, = 2; 6-10 hrs. = §;
11 or more total hours = 7, If ratio for total hours/"hours filling out re-
ports” is more than 5 te 1, add 3 points.

%6 - 3 or more frustrations = 0 points; 2 frustrations = 3; only 1 frustration= &;
no frustrations or "none' = 10,

~
]

No good things listed or *mome" = 0 points; one good thing = 3; 2 good things
listed = 6; 3 good things = B; 4 or more good things = 10.

10 - {a) = O points; (b) = 5 points; (¢) = 10 points,
11 - (a) = 10 points; (b) = O points; (c) = 5 points.
12 - (a) = 10 points; (b) = 5 points; (¢} = © poeints.
13 - Add total of points circled in all four items. Ranges from 0 - 20,

*Count af separate units will be somewhat judgmental here.

-16~-
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[ voLunTEER FEEDBACK FORM* |

This form Is intended for any volunteer actively on the rolls of
a program, preferably now serving, though recent graduates of a pro-
gram may also be a valuable resoqurce.

The form attempts to get feedback mainly on the volunteers' satis-
factions and frustrations with thelr service, and effectiveness of
their time utilization. It needs to be administered to a reasonable,
fair sample of volunteers about every three or four months. For ex-
ample, it might be good to administer it at volunteer in-service
meetings, leading Tnto a discussion of group results. Results also
can feed into the redesign of volunteer training, jobs, and program
administration generally.

BFS-3E - PRELIMINARY NORMS

These norms are based on 108 volunteers from a wide range of
areas, e.g., hospital auxiliary, Red Cross, RSVP, YMCA, stu-
dent and youth services volunteers, etc.

Raw scores range theoretically from 0 to 100, scored as per
instructions on BFS-3E, reverse side. However, practically
speaking, It 1s almost impossible to get a volunteer feed-
back score of less than 20-25. These are virtually free

points.
If your Volunteer Feedback You are approximately
score is: higher than:
0- 30 L% of other programs
30 - ko 7%
k1 - 50 23%
51 - 60 362
61 - 65 52%
66 - 70 66%
71 - 75 77%
76 - 80 82%
Bl - 90 96%
91 - 100 100%

This Is stil] quite a small sample, and the normative estimates are
accordingly quite rough. Also quite rough is the exact definition
or meaning of the index. It has elements of volunteer satisfaction
(versus frustration), dependabilTty-perseverance, and volunteer's
perception of the adequacy of program leadership.

*See preceding pages for form
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[ ToP MANAGEMENT SELF-CHECKLIST IN REGARD TO VOLUNTEER PROGRAMS |

This self-checklist is for top management in your agency or organization, e.g., the Director,
Executive Director, Chairman of the Board, and possibly Associate or Regional Directors as well.

The purpose is to enable you to check your attitude with other administrators, and with national
practice, in regard to the amoumt of investment necesssyy and reasonable in a volunteer program

in order

to return good results. Of course, not all the questions below are equally relevant

wo all agencies and organizations. We ask you simply to "translate" each question as necessary

into the

terms most relevant to your own organization. Please read sach statement below and

then mark each according to the category which comes closest to your view. -

Place one check on each line if you're uncertain or if it's only partly true . . . .

Place two checks on each line if you're suve it's true for you . . . . . « . . . .. ¥V

Leave the line blank if It's MOt true OT YOU, . . o o o o o v v s o 00 o b v o s s

If you don't have significant numbers of volunteers now, i.e., if you have no volunteer program,
answer the questions in temms of "I would” or "I plan to.* If you do have a volunteer program
now, or its beginnings, answer according to how you actually operate now in regard to that

PrOgTan.

1.
2.

10.

1.

I am

gram
1z
_ 13,
_ 14,
N

16.
17,

18.

We have a volunteer program now in our agency.

I prefer to have volunteers lncorporated as unpeid workers within the agency, rather
than as a semi-independent auxiliary outside it.

1 believe volunteers should be involved in every part of our operations, working with
all paid staff. 1 do not believe volunteers should work primarily and only for the
Director-Coordinator-Supervisor of volunteers.

We can handle volunteer insurance and ligbility considerations without much trouble.

Volunteers do well enough handling confidential materisls. I don't see that as a
matter to be particularly concerned about.

I'm confident we can attract all the good volunteers we need.

Volunteers can be found to help with professional level tasks, as well as more routine
ones.,

The volunteer coordinator's or director's office is adjscent to and/or incorporated
with those of the rest of staff.

The volunteer program coordinator or director has his or her own secretary or support
person.

She/he has funds to purchase and/or print volunteer training sids and materisls amownt-
ing to at least $10 per year per volunteer.

Volunteers do have a room or desk space to call their own in our agency.

willing to spend significant amounts from our regular budget for extra volunteer pro-
expenses such as;

Mailing of notices.

Printing and office materials.

An extra telephone,

Reimbursement. of some work-related expenses for volunteers.
Banquets, certificates and other incentives.

If our organization's budget were doubled next year, I would still have at least as
many volunteers as we haveé now.

Within three years or less, [ think we can use and should have twice our present
nunber of volunteers.

In regard to staff time which must be invested in a quality velunteer program, I am pre-

pared to:

19. Have line staff invest as wmuch as one hour for only two or three hours of volunteer
time returned at the beginning of the program (knowing the ratio will get better
later).

20. Allow at least ten hours a month of staff orientation to volunteers in the first six
months of the program, even if that necessitates some neglect of their other duties.

21. Recognize that working with volunteers might require staff to work some evening and

weekend, or other extra time. Therefore, routinely and without question, criticism,
or unnecessary extra bureaucracy, we give staff full compensatory time for these
activities,

22.

23.

24,

25,

26.

We give appropriate recognition to line staff who agree to work with volunteers, seri-
ously train and adjust their roles for this, and successfully work with them. This
includes as a minimum, entry into their work records of their supervisory training
and experience with volunteers, plus provision for clear and explicit recording in
any merit or advancement rating system we have.

b

give careful if not preferential attention to present or ex-volunteers in my agency
in the hiring of new paid staff, based on an objective assessment of their work
record and experience as volunteers.

b

see that volunteers are provided with letters of work recommendation if they request
them, or other sppropriate work credit, for their use in applying for paid work any-
where else.

In selecting any new paid staff, 1 incorporate as a significant part of our evaluation
their receptivity to and experience in working with volunteers. This involves as a
minimum some consultation with our Director of Volunteer Services or other exper-
ienced person in the area.

It also involves giving our volunteer director a veto on the staff candidate for seri-
ous objections she/he may have on receptivity to volunteers, appropriately docu-
mented,

1 personally am willing to:

27.

28,

29,
30.

3.
3.

33,
34
35.

Ib'h I‘_‘.‘h l

Appear at volunteer trsining sessions and recognition gatherings to welcome volunteers
and express appreciation on behalf of our agency. This way be as many as 3-10
appearances a year.

Participate directly on the volumteer program planning and/or advisory board as much
as two hours a month.

I am not only willing to [Questions 27, 28), I actually do so at present.

Our Director of Volunteers devotes at least thirty hours a week solely to the volunteer
program.

Our director or coordinator is a paid person.

Hisfher salary level is that of a supervisory and/or highly skilled person in our
agency.

His/her level in administrative status is supervisory.
He/she regularly attends and participates in staff meetings.

She/he is given substantial time at these meetings to discuss the velunteer program
with staff (at least 10-20% of meeting time, if necessary).

-

see the volunteer coordinator-director at least once a week regularly for direct
communication on progress and problems in the program.

—

see as necessary the allocation of work-time, travel and registration-fee funds for
attendance by the coordinater or director at a minimum of two or three training
workshops a year, for purposes of improving his/her program leadership skills.

Our coordinator-director concentrates exclusively on the volunteer program; she/he
does not spend significant time on general public relations, community relations, or
the like.

Our supervisor of volunteers has undergone special training and requires this on a
continuing basis for the skills needed in her/his job.

We have a framework or mechanism for identifying and looking at any suggestions volun-
teers may have for our agency's objectives or operations as a result of their work
experience with us,

We plan to have eventually at least one volunteer for every three consumers of our
service (clients, patients, protégés).
We have the above ratio or better right now,

We plan to have eventually at least five volunteers for every paid staff member in the
agency or organization.

We have this ratio or better now.

I plan to have at least one volunteer working with me directly or in my office, in
administration. .

1 have this situation right now.

1 myself am presently a regulsr volunteer in a program in this community (for at least
five hours a monthl

Eventually I would definitely like to sec some of our clieats (consumers, patients}
involved as volunteers.



49, They are now, in significant numbers.

$0. I am willing to have the attitudes towards volunteers expressed here checked out
against sy actual supportive performance sometime in the next six months.

D TOTAL SCORE

Your score is simply the total number of checks, and can range from 0 to 100.

~

Your comments are welcome. Use additional paper if desired.

Signature Date

Position Organization

[AiTOP MANAGEMENT SELF~CHECKLIST* 1

The Top Management Self-Checklist in Regard to Volunteer Programs
is designed for the superintendent, supervisor, chief, or other high-
level administrator or pollicy-maker in the agency or major unit of
the agency. This person does not have direct responsibility for
operating the volunteer program, as the coordinator does, but it is
one of several responsibilities under her/his general supervision.
Admittedly, considerable individual judgment has to be used in decid-
ing to whom the form should be administered; in many instances, the
form has been administered to several levels of management in the
same larger agency or unit.

The form is meant to get a reading on specific commitments which
the top manager is willing to make on behalf of the volunteer pro-
gram, as distinct from generalized verbal support. Considerable
tact and sensitivity is necessary in deciding whether or how to ad-
minister this form; for example, perhaps you will want to use It
only as a basis for a discussion.

This is one of the few forms we suggest administering before a
program gets started. If, at that time, top administration does not
have a minimal understanding of or acceptance of the specific commit~
ments necessary from them, the program should not proceed until they
do have these. Not incidentally, the responsibility to educate and/
or persuade is principally ours, as volunteer program people. In-
deed, administration and discussion of this form may be a good begin-
ning for this process.

*See preceding pages for form
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BFS-L4E - FIRST PRELIMINARY NORMS
This sample of 46 is from the southeastern part of the U.S.
They are directors, executive directors, etc., of youth ser-
vice volunteer programs,
1f your Top Management Check- You are approximately
list score is: higher than:
0 - 41 4% of other programs
42 - 45 10%
46 - 50 17%
51 - &5 28%
56 - 60 48%
61 - 65 58%
66 - 70 78%
71 -75 93%
above 75 You are in the upper 7%

This norm sample is very low and the norm estimates very rough. Cer-
tain questions in this form (e.g., #5~50) may be far more diagnostic
than others, simply as Individual questions.

NICOV 2/75 - BFS-OF
[ YOU HAVE A VOLUNTEER - WHAT DO YOU THINK? |

We'd appreciate your help. We hope you'll give us your ideas on how the volunteer program can
be made better for all of us. We'll be giad to keep your answers as yours only; you don't have
to sign this unless you want to, Thanks a lot.

1. What are some of the good things your volunteer does that helps you?

2. What are some of the things your volunteer does that maybe don't help quite as much?

3. What are some new things your voluntesr could do that would bs good?

4. Are there any ways you could help your velunteer in her/his work? What are some of thesa
things, please?

5. How often do you see your volunteer?

6. When was the last time your volunteer got in touch with you (by phone or in pexrson)?
days ago.

7. What is your volunteer's sddress?

8., What is your volunteer's phone number?

9. Have you ever told your voluntesr any real secrets about yourself, trusting that she or he
will keep them secreti?



10, Has your volunteer ever told you any secrets about himself/herself in the same way?
11. If you were offered the chance to be a volunteer in work like the volunteer you have now,
what would you do? (Choose the closest to right for you)
I'd do it tomorrow.
1 might do it sometime in the next ten years.
It's not for me; I probably wouldn't do it at all.
32. Do any of your friends want to have volunteers like you have?
Yes, I'm sure they do.
Maybe, but I'm not really sure. ~
No, as far as I know.
Signature (optional} Date

Obviously the answers to the questions in BFS-6E contain a great deal of useful information not

ROUGH SCORING KEY

covered in the index below,

Question 1} - 5 points if one mentioned; 10 if two; 15 if three.

2 - 5 points if no more than two mentioned.

4 - 5 points if two or more mentioned.

6 - 10 points if less than a week; 5 points if between B-15 days.

7 - 10 points if known.

8 - 10 points if known.

9 - 10 points if yes.

10 - 10 points if yes.

11 - 15 points - I'd do it tomorrow; 10 points - 1'd do it as soon, etc.; 5 points

- I might, etc.; O - Tt's not for me, etc.
12 - 10 points - yes; 5 points - maybe; 0 points - no.

[ vou HAVE A VOLUNTEER - WHAT DO YOU THINK% |

The clients, patients, consumers are who it's all about. Yet no
one is more difficult to read in the matter of volunteer program im-
pact. Partly this is because the cllent Isn't too accustomed to be-
ing asked how she/he feels about volunteer work. The client may
also fear reprisals. You should protect them fully in that matter.
At the very least, offer anonymity as an individual, and don't share
individual cllent responses with agency people.

We've been pleased with the candor and usefulness of clients'
comments on the BFS-6E form. We say only this: when in doubt, ask.
Thus for those who fear some clients might not have the competency
to comment, there are many examples of clients giving excellent ac-
tive feedback about what had heretofore been done to, for, and with
them without their consent or even Input. Only be sure they're not
handicapped by verbal or reading problems, in which case the form
can be read to them and/or translated, with their responses marked
down by the interviewer.

As with line staff and volunteers, a good sample of clients every
few months is what you need. Try to get people who are not particu-
larly pro-volunteer or con.

Certain items are easily scoreable if the users wish to develop
their own index. One possible index of "client receptivity to vol-
unteers' hasn't been used or normed yet. !t appears at the end of
the form as a Rough Scoring Key.

*See preceding page for form
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NICOY 4/75 - BFS-SE

[ SCORECARD - VOLUNTARY ACTION CENTER |

This initial form was ¢reated to add to the NICOV Basic Feedback System by a group of about a
dozen VAL directors at the University of Colorado Advanced Certification Seminar in February
1975, It is an atvempt to provide VAC or Volunteer Bureau Directors with a rough comparative
feedback on the extent to which they meet a sampling of generally accepted standards of VAC
operation. We ask your cooperation in filling out the form as honestly as you can for yourself,
and returning a copy to NICOV within two weeks of receipt. Group results (not individual re-
sults) will be shared nationally through NICOV and other publications. Please be sure to look
at all guestions.

Place two checks on each line if you're sure it's true for you . . . .. '
Place one check on each line if you're Umcertain or if it's only plrtly true. PR
Leave the line blank if it's not true for your program . . . . . .

OFFICE ADMINISTRATION

Facility
1. We have at least 100 sq. ft. per person (/V/), 75 sq. ft. per persen (¥) . . . . .
2. We have all the desks, typewriters, and office equipment we need. . . . . . . . .
3. We have at least two phone lines, . . . . . . « v v v o - 0 e e s e e e e
Finance

4, Expenditures to date are within 5% of the anpual budget projection. . . . P
5. Financial records and books are kept according to standard accounting pronedures
6. The books are audited annually, either internally or externally . . ., . PN
7. At least two serious approaches to new funding sources were made within the last

|

quarter . . . . . . . .
Reports
8. Both referred and internal volunteer statistics are compiled monthly with under-
standable exceptions, . . . . . . . . . fe e s
9. A written monthly activity report is given to the Bnard/Advisory Comn:ttee .
10, At least quarterly, reports are submitted to the funding source . . . . . . . .
11. There has been an anulysis of the above reports, during the past quarter, for the
purposes of future planning . . . . . . e e s

BOARB/ADVISORY COMMITTEE

12. The make-up of the Board/Advisory Committee is bread-based, including representa-
tives from at least three-gquarter of the following groups: business community
representative, labor wminority, client (volunteers and agencies using VAC volun-

teers), government, elderly, youth . . . . . . . .. ... e e s
13. Eighty percent of the Board/Advisory Comnxttee have been present at each Boardl
Advisory meeting during the last quarter . . -
14. Board/Advisory Committee met either this month or last lonth to revieu progress
and to aid in plamning. . . . . . . . . .. . .. e e e e e e e
15, Beard/Advisory Committee members joining the commlttee w1thxn the last six months
have teceived an orientation to the agemcy . . . e e
16. All Board/Advisory Committee members received in-service trn1n1ng e1ther this
month or last momth , . . . . e e e e e e e e s PR

17. Each Board/Advisory Committee menber part1c1patEd act1vely on at Jeast one task
force or committee during the last year, with the exception of fully employed

Board/Advisery Committee members. ., . . . . . G e e e e e e e .
18. No Board/Advisory Committee member res1gned last month except for unav01dable
TEASONSE . . . . . & & & o« v a4 a4 e r s s e s w e s e e e e - . s

19. Board/Advisory Comnxttee members and staff have a clear underﬁtandlng of the;r
respective roles, functions, and responsibilities: written (/V), verbal (V).

STAFF - PAID AND UNPATD (exclusive of Board/Advisory Committee)

20. Written job descriptions, at least two paragraphs, exist for all staff . . . . .

21. Internal job descriptioms are reviewed at least annually . . . . . . . . . . ..

22. Pre-service orientation has been given to all seaff . . . . . . . . . . . .

23. A group in-service training has been done within the last quarter . . . . .

24. The director has had at least one hour of conference time with each staff lenher
reporting directly to him/her during the past quarter . . . . . . . . + + +

25. Staff receive a performance analysis at least annually . . . . . . . . . .«

26. Based on last quarter's plans, staff completed: a) ower B0% of written tasks
assigned ( ), b) some staff exceeded the goals set ( ) . . . . .

27. At least ten-fifteen hours/month of staff time is spent in planning nhxch looks

HIHHH HI IHH

ahead at least a half year. . . . e e e e
28. Staff reads at least 150 pages of work-ralated publlcatlons and/or Journals per
23



29.
Jo.
3.

32.
33.

14,
35

36,

37.
38.

39.
40.

41,

42,
43.

44,

45.
46.
47.

48.

49.

50.

51.

52.
53.

54.

The Director has attended as a trazinee at least cne training workshop or confer-
ence in the preceding quarter {local, regional, or national). . . . . . .. ..
The staff or Board/Advisory Committee conducted or helped plan at least ome train-

ing workshop or conference in the preceding quarter . . . . .
paid staff receive a fair wage by local average in relation to the level of respon-
SIDITALA®S. & & 4 « 4« =« 4 4 e e e e e e e e e e e e e s
Pai¢ staff receive fair fringe benefits according te local standards

No staff, paid or unpaid, has resigned within the last two wonths except for
unavoidable TEASONAS . « + + v ¢ v s 4 o« s s b o= oxow e = e e s woa e ==

A formal recognition of staff has been conducted during the past year . .~ . . .

The Director has informally recognized individual staff members' contributions
within the last quarter . . . . . .+ < « « = - « & &+ &« = = = . 4 s row owr

There are presently two times as many velunteers as paid staff involved in the
office's ongoing operation . . . . . .+ . . . o o e e w e s e e e e e e e e

PUBLIC RELATIONS

Staff (paid or unpald) gave presentations about VAC services and/er volunteer
opportunities at least three times during the past quarter . . . . .
A major article concerning the VAC has appeared in a local newspaper at least four
times this year . . . e e
The VAC sponsors a regular column on volunteer opportunities in a local newspaper
New radio and/or TV spots were aired by local stations at least three times during
the year., . - . . . « « + v - . F A
The VAC has published and widely distributed a brochure on its services during
the past year . . . . .

]

-

AGENCY RELATIONS

The VAC has contacted within the last year at least ten agencies not previously
listed with the VAC in order to obtaim new volunteer job descriptions . . . . .
All agencies listed with the VAC were contacted at least once this year to up-date
volunteer job descriptions. . . . . . . .« - - - . s .. e e e e e e e
Within the last year, the VAC staff has been asked by at least four agencies to
provide consultation on the development andfor administration of volunteer
PTORTAMS  « « o « = = + 4 = v o o 6 s v = = 4 4w e aaw a4 s we e s o=
The VAC has sponsored or initiated at least one training event for volunteer
directors during the past year . . . . . . . . . - e e e e e e e e
During the past year, the VAC made a conscicus effort with 50% of its agencies to
ensure that velunteers received recognition and training . . . . . . . . v
The VAC does not refer volunteers to an agency that does not have a designated
persen, paid or unpaid, responsible for its volumteer program . . .
The VAC initiates discussions with any agency that consistently mishandles
referrals or misuses referred volunteers . . . . . . . « « « «

VOLUNTEERS (Recruited and placed, and other agencies)

The VAC has sponsored &t least one community-wide promotion of volunteerism during
the PAST YEAT . . o + « « « = = - o mom oo onooe s 4w s as s s 4n o

All potential volunteers contacting the VAC were interviewed in person or by phone
and referred to an agency within two weeks of the initial contact with under-

standable exCeptions . . . . . . . 4 . o e s e e e e e e e e e e e
All referrals were followed up with the agency and/or the volunteer within one
month of the date of referral . . . . . . . . . PR e e .

At least 75% of the referrals within the last year resulted in placememts . . . .

Within five mintues we can retrieve information on any velunteer placed through
the VAC within the past year {name, address, phone number, agency where placed)

At least six groups were systematically contacted and referred to appropriate
group projects during the year. . . o . . o < . .0 b b e s e e e e e

Scoring yourself: Just count the checks.

Total Velunteer Program Score D

YOUR COMMENTS ARE WELCOME.

Name

Date Organization
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[ VOLUNTARY ACTION CENTER BFS FORM* l

Finally, a new form recently developed by a group of about a
dozen very hardworking and capable VAC and volunteer directors. It's
a good example of an evaluation form having as its primary source the
people who should be the primary source, because they know most about
the situation and standards concerned.

We really need returns from all VAC and Volunteer Bureau directors
on this, and we will be happy to share results with you. We also
appreciate suggestions for additional questions which might be use-
ful on this form. For example, Margery Parker, Director of Houston's
VAC, suggests these possibilities:

1. The VAC is on the mailing list of at least two national and
four regional and local newsletters.

2. The VAC staff is aware of resources and consultants available
to assist with problem solving and as sources of new Informa-
tion.

3. The VAC by-laws are reviewed annually.

4, The VAC has a written personnel policy that is reviewed
annually.

5. The VAC has adequate protectlve Insurance for:

O Staff

0 VAC

O office equipment
0 Volunteers

6. The VAC recruitment includes a reasonable percent of minority
or low-income volunteers.

7. Ninety percent of the time the VAC staff finds their work
interesting and fun.

B. The VAC refers a reasonable percent of volunteers to minority
agencies.

OTHER BFS FORMS

Other BFS forms are being brought about; for example, for funding
sponsors and statewide directors of volunteer programs. It's rela-
tively easy to construct your own, though it's time-consuming. We'd
be glad to suggest how you might go about it; any competent tests-
and-measurement person can do soO.

*See preceding page for form.
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