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Safe Volunteers:
Effective Screening Techniques to
Minimize the Risk of Abuse by Volunteers
Lynn Loar, LCSW, PhD.

INTRODUCTION

Faced with limited resources and the
multiple challenges of recruiting, screen-
ing, training and supervising volunteers,
volunteer coordinators must pay special
attention to factors that may affect the
safety of clients paired with the agency’s
volunteers. The purpose of this article is
to offer a few suggestions that could be
implemented in screening and interview-
ing volunteers without significantly in-
creasing costs or staff time appreciably
yet provide accountability for the agency
and protection for vulnerable clients.

SCREENING

Most states in the United States require
that employees working with vulnerable
populations (children, the developmen-
tally disabled, the elderly) provide finger-
prints that are compared with a state-
wide registry of convicted sex offenders
and sign statements indicating awareness
of and willingness to comply with laws
that mandate reporting of suspected
abuse and neglect. Fingerprinting at-
tempts to prevent giving access to and re-
sponsibility for potential victims to
known abusers; the signed statement
aims to ensure that signs of abuse or ne-
glect will be reported promptly so that
those in need of protection and assistance
receive such services expeditiously.

Despite widespread compliance in
America by agencies with their paid staff,
unfortunately few United States organi-
zations require fingerprinting and report-

ing agreements of volunteers. However,
requiring volunteers to comply with em-
ployee standards reflects a level of re-
sponsible behavior expected of all those
affiliated with the agency. It may also
deter or discourage those looking for op-
portunity to take advantage of clients.
Moreover, implementing these proce-
dures requires minimal additional time
and expense by paid staff yet provides a
considerable measure of protection and
safety to those served. Additionally, both
members of boards of directors and don-
ors are likely to be persuaded of the com-
mitment and integrity of programs im-
plementing such safeguards.

In Canada, volunteers and staff have
the same requirements for fingerprinting
and reporting. The volunteer must initiate
a police check and share the result with
the volunteer coordinator. Failure to sub-
mit a completed police check means that
the volunteer will not be placed with a
client. In other countries, volunteer coor-
dinators should investigate what checks
are available and apply the same stan-
dards to staff and volunteers in the inter-
ests of the safety of their clients and the
integrity of their programs.

The request for fingerprints should be
presented as the agency’s commitment to
provide safe and responsible services to
clients. By meeting the standards of paid
employees, volunteers can expect to be
treated with respect and responsibility
comparable to paid staff. Equal standards
provide an environment that is mutually

Lynn Loar, L.C.S.W., Ph.D. is the Educational Coordinator of the San Francisco Child Abuse Council. She has
developed model protocols for juvenile court judges and designed therapy programs for the treatment of child
molesters at San Quentin State Prison. Additionally, Dr. Loar has successfully sponsored several bills which
increase public awareness about cruelty and violence as well as protect child victims of sexual molestation.
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desirable and effective. The screener will,
however, need to present the request
with sensitivity and tact. One might say,
for example,

We value the work of our volunteers
as we do our staff. We are committed
to providing services of high quality
to our clients, assuring them of a level
of skill, responsibility and safety
when they are with us. To that end,
we ask that volunteers follow the
same procedures required by law of
paid staff. We ask you to submit a set
of fingerprints for screening and to
sign a statement of compliance with
the laws involving the reporting of
abuse and neglect. We are eager to
welcome you as a volunteer and trust
that you share our commitment to as-
sure our clients that their safety and
care are our highest priorities.

INTERVIEWING

Interviewing provides an opportunity
for the volunteer coordinator to encour-
age the prospective volunteer’s enthusi-
asm for the agency’s various programs, to
assess the skills and interests of the candi-
date, and to screen out or redirect away
those people who would not be good
matches for direct service programs. As-
sessing maturity, judgment, appropriate-
ness, limits and boundaries, therefore, is
an integral part of volunteer screening. In
addition to telling the applicant about the
agency’s programs, the screener might
also ask several questions that would give
a sense of how the prospective volunteer
would likely behave in unstructured set-
tings and how he/she might handle re-
quests for favors or special assistance
(both appropriate and inappropriate)
from clients.

Here are several questions that, modi-
fied to fit the specifics of each program,
might be useful in eliciting information
about the candidate’s judgment and
boundaries in a courteous and respectful
manner. They should follow the informa-
tional exchange if the screener and the

prospective volunteer are both still eager
to have the candidate become part of the
program. These questions are deliber-
ately open-ended and seek a projective
response. While this approach has the
disadvantage of requiring some interpre-
tation, it avoids the drawback of more
structured questions which suggest the
interests and answers of the interviewer.
It is too easy to give “good” answers to
specific questions.
The screener might ask:

1. “In some ways (specific to the pro-
gram) you may be perceived as a sort
of friend by the client. To give me a
sense of this side of you, could you tell
me an anecdote about a friendship?”
Absent a recent death, divorce or simi-

larly ominous life event, the applicant
should volunteer a recent and relatively
casual and benign story involving a peer.
Intensity should be minimal, reflecting the
level of conversation between the candi-
date and the interviewer. If the candidate
has to go back twenty years to tell about a
high school friendship, it may mean that
he/she currently lives an isolated life and
may bring too many needs for compan-
ionship to the volunteer position. If the
candidate tells of a story with someone
much older or younger than him/herself,
perhaps he/she has difficulty establishing
friendships with peers. A deeply emo-
tional or dramatic story is inconsistent
with the tenor of the conversation and un-
likely with the expected role the volunteer
would assume in the program.

2. “Would you give me an anecdote in-
volving a child, elder, or handicapped
person?” (The interviewer should se-
lect someone similar to the types of
clients the agency serves.)

Again, absent recent traumatic events
in such a relationship, the proffered anec-
dote should match the conversational
tone in style and intensity. Needs to res-
cue or save, overinvolvement, desires to
effect enormous change in the other’s life
might be disclosed, and are cause for
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concern if the candidate should be
matched with a client.

3. “Since the task is very demanding and
sometimes overwhelming, could you
tell me how you tend to handle affec-
tion, discipline and setting limits?
How were these things handled in
your family when you were growing
up?”

These questions do not intend to imply
that people from abusive or negligent
backgrounds should not be allowed to
volunteer. Rather, they suggest that peo-
ple need to be aware of their likely first
reactions in times of stress or surprise.
Further, they allow the candidate to show
what he/she learned in childhood and
how he/she has incorporated and modi-
fied those lessons as an adult.

Specific answers to any of these ques-
tions should not necessarily screen any-
body in or out of a given program. Rather
they should be used to give a sense of the
person’s interpersonal style, ability to set
and honor boundaries, and capacity to
make responsible decisions when faced
with potentially difficult, upsetting and
emotionally charged situations. Inappro-
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priate answers, in either affect or content,
should raise serious concerns that would
lead to a more thorough assessment of
the candidate’s suitability for work with
potentially vulnerable clients.

CONCLUSION

The suggestions offered above are
intended not as assurance that no inade-
quate or predatory volunteer will be se-
lected, but rather as guidance for respon-
sible recruiting and screening practices.
They provide basic safeguards for poten-
tially vulnerable clients, clearly define to
staff and volunteers alike at the outset the
level of responsible behavior required of
all affiliated with the program, and assure
members of boards of directors and
donors that risk will be minimized. Vol-
unteer coordinators can easily incorporate
these standards and inquiries in diverse
settings since they require minimal addi-
tional time and expense, the only direct
cost being the nominal fee charged for
screening fingerprints. A practical ap-
proach that recognizes and seeks to limit
risk shows ethical awareness and concern.
Such standards should be the hallmark of
all reputable volunteer programs.



The Almost Writers Retreat

Susan J. Ellis, with Dale Honig and Carol Weinstein

This is an article about an event that
did not happen, but did. Three current
and past editors of The Journal of Volunteer
Administration attempted an innovative
idea: offer volunteer management practi-
tioners a “Writers Retreat” to encourage
professional exchange with a focus on
writing. The Writers Retreat was selected
by AVA to receive a United Parcel Service
mini-grant. After several planning ses-
sions, Barbara Gilfillen, Anne Honer and I
sent an invitation to 1,500 administrators
of volunteers in the eastern United States
to participate in a Retreat in July 1993.

Two people registered.

Naturally we cancelled the event, but
offered encouragement and support to
the two brave registrants. Because both
women lived within 100 miles of Phila-
delphia, I further offered them a one-day
version of the Retreat, free, if they would
join me in my office on Saturday, July 24.
As it happened, I was already planning to
spend that weekend on a real writing
project under deadline. If the women
wanted the discipline of an author’s envi-
ronment, they were welcome.

Both accepted my offer by return mail!

And so Dale Honig and Carol Weinstein
became the first two people ever to “pio-
neer” the potential value of coming to-
gether with their peers to focus on volun-
teerism writing projects. As the whole
point of this activity was to generate actual
writing, it seemed fitting for Dale and Carol
to write their own impressions and reflec-
tions on the day we spent together. Their
contributions will come in a moment.

THE ORIGINAL CONCEPT
As editors of The Journal, we repeatedly

heard our colleagues protesting about the
difficulties of writing. “How can I find un-
interrupted time to really get into writ-
ing?” “Where do I begin?” “Will anyone
want to read this?” Barbara, Anne and I
believed in the concept of a Writers Re-
treat as a way to respond to such concerns.
We also saw the weekend as a pilot proj-
ect—an inspiration and model for replica-
tion by others.

Here is the original design of the week-
end as publicized in the invitational
brochure:

Audience

Anyone seriously interested in writing
something on a volunteerism subject: an
article, an essay, part of the AVA Certifica-
tion Portfolio, an in-house handbook—
anything that requires some concentra-
tion. Participants may start from scratch,
or bring an outline or a first draft.

Objective

The weekend is designed to provide a
quiet, motivational environment for those
who want to do some serious writing—
without the interruptions of the daily
grind and with the individualized sup-
port and mentoring of recognized edi-
tors/authors. Please note that this is not a
training session on “how to write” stylisti-
cally or grammatically—it is an opportu-
nity to organize and focus the content of a
prospective manuscript.

Format

Friday night arrival. Opening get-
acquainted time and preliminary work
session.

Saturday morning group session offer-
ing writing tips and dealing with ques-

Susan J. Ellis is President of Energize, Inc., based in Philadelphia, author of numerous books and articles on
volunteerism subjects, and a past Editor-in-Chief of The Journal of Volunteer Administration. Dale Honig is Di-
rector of Volunteer Services at Luther Crest Retirement Community in Allentown, PA. Carol Weinstein is
founder and president of Friends of Fort Tryon Park, Inc., in New York City.
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tions brought by participants. Everyone
shares their goals for the weekend and ex-
plains their writing project. Writing “bud-
dies” and teams assigned. As quickly as
possible, individuals go off on their own
or in pairs to actually write.

At self-selected times, individuals can
seek out the retreat mentors for private
consultation, critiques, and other support.
Mealtimes are designed as pleasant group
interludes; munchies are available at all
times for self-scheduled breaks.

On Saturday evening, a full group ses-
sion gives everyone the chance to report
on progress made during the day. Infor-
mal discussion of publishing opportuni-
ties in the field. For those so motivated,
writing can continue into the night.

The retreat ends Sunday afternoon with
another progress report and with mutual
commitments to mentor one another until
each writing project is successfully
concluded.

Following the Retreat

An ongoing, mentoring network among
the participants so that they have support
for their writing goals.

From the start, we knew that this de-
sign was time-intensive and costly. But
we wanted to try what we considered to
be the ideal model first—and to give par-
ticipants a genuine opportunity to pro-
duce at least a solid draft of a writing
project by the end of the weekend.

MODIFICATIONS

The original design for a Writers Re-
treat is still an option, but probably unre-
alistic for most directors of volunteers.
The necessary time and money are gener-
ally unavailable unless individuals can
and will devote more of their own re-
sources to their own career development.
However, modified versions of a Retreat
are quite do-able. Consider the following
ideas and pointers:

1. Add a one day retreat onto a regional
or local conference, giving people the
chance to “double up” on the invest-
ment of time and money.
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2. Invite only one author to be the lead

mentor—but it is important that: (a)
this person be published in a number
of publications; (b) is familiar with
various publishing options in the vol-
unteer field; and (c) can articulate
how s/he goes about the “craft” of
writing. If the retreat is piggybacked
onto another conference as suggested
in #1, perhaps the speaker/trainer
might be selected because s/he is also
a published author and could commit
to two days on site instead of one.

. If all participants are local, run the re-

treat as a series of two to five single-
day events, spread out over two
months. This would give participants
the chance to focus on their writing
throughout the period and to be held
to the task by their peers. Another ad-
vantage of a local writers retreat is the
opportunity to discover colleagues
nearby who share the common inter-
est of writing.

. Regardless of format or length, it is

imperative that the site chosen be con-
ducive to writing. This means well-lit,
with desks or tables, quiet, and per-
haps having enough space so that
people can move about during the
day. Access to outdoor sports is won-
derful in good weather, too.

. While writing is an individual exer-

cise, the sense of “group” is important
to the retreat. Participants must feel
supported enough to be open to criti-
cism—and to give criticism. Writing
can only improve if there is substan-
tive feedback.

. Any retreat requires advance plan-

ning. Ask participants to submit their
writing topics in advance and to come
prepared to work. You might separate
people into two groups: those who are
well on the way to a manuscript and
who simply need the luxury of time to
write; and those who are still defining
their topic and therefore need to talk
about their ideas first. It may be that
the first group can benefit from even
one day focused on time to write,
while the second group needs two
days to learn about how to get started,
what resources are available, and then
to write.



These are but a few ways to adapt the
concept of a Writers Retreat. In the long
run, it is this type of opportunity that will
add to the professional development of the
field of volunteerism.

DALE’S THOUGHTS

AsIopened my mail and began reading
the promotional flyer about a Writers Re-
treat, I thought “what timing!” In the back
of my memory bank, I always had the de-
sire to write for publication and the mo-
ment of truth had arrived. Unfamiliar
with the process, I didn’t know how to
begin, where to publish, what style or
form to use, or even if my basic concept
was worthy enough to develop. These
were some of the needs that drew me to
participate in this workshop. It would be a
perfect opportunity to meet with other
people interested in the field of volun-
teerism, as well as to put my program
ideas down in writing. I also felt this was a
great way to network with my colleagues
and to be guided by individuals who are
leaders in the field.

Portfolio in hand, I bravely submitted a
preliminary draft for conversation and
suggestions. The informal setting at the
Energize office allowed for open discus-
sion, uninterrupted time to write, and
availability of books, journals, articles, and
on-line bibliographic resources which
added up to an ideal platform for convert-
ing one’s thoughts to paper. I learned the
difference between a “show and tell”
paper and one written to share practical
applications with journal readers. Susan
raised my awareness to be conscious of
one’s audience and their possible ques-
tions. Helpful reminders to seek out other
articles which add credence to one’s work,
as well as challenging one’s original prem-
ise, added to my enlightenment.

Open dialogue about what is current in
the field of volunteerism, what topics have
been approached numerous times, how to
present them from a new perspective, and
how to reveal a new direction, vision, and
concept were some of the thoughts dis-
cussed. This provided me with the infor-

mation needed to develop a framework for
writing. Susan stressed that a writer’s
work should demonstrate continuity, veri-
fication and a willingness to reassess one’s
subject matter. As a professional working
towards development of craft and voca-
tion, this workshop enforced and encour-
aged me in how important it is to pursue
one’s writing goals.

The impact of a writer’s retreat can be
beneficial on the local, state, and national
levels. This particular pioneer effort paves
the path for closet writers who need en-
couragement to “go public.” It also creates
a mechanism for expression of new con-
cepts to challenge volunteer administra-
tors in their daily activities.

As an active member of a local DOVAS
group in Pennsylvania, I found this con-
cept invaluable because it prepares us to
mentor other grassroots organizations who
may not possess the resources to send their
personnel to major workshops. The writ-
er’s retreat acts as a forum to train “train-
ers” or “instructors” and has provided a
basis for manuscript writing.

SUSAN’'S NOTE

It may interest Journal readers to learn of
the process that Dale, Carol and I used to fi-
nalize this manuscript. First, I drafted my
opening remarks and asked Dale and Carol
to send me their comments (so the section
on how to modify the Retreat combines all
our ideas). Dale was quick enough to re-
spond in time for me to send her thoughts
out to Carol with my draft. Carol turned
out to have a flair for editing and returned
both of the original pieces with excellent
changes and additions. Then she added her
own short piece (which I, in turn, edited)
which she entitled:

CAROL'S TWO CENTS

I found the day most encouraging, stim-
ulating and rewarding. I received some
substantive feedback about my ideas for
topics, some pointers on writing and, even
more importantly, encouragement on fo-
cusing my writing efforts.

On previous occasions I have written let-
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ters to editors, which have been published.
The unfinished pieces I showed Susan
were of similar purpose. She pointed out
that letters to the editor are a very legiti-
mate forum for an author and a good one
for me to pursue deliberately, since I get
much pleasure from the exchange of ideas
and do not now have time for any big writ-
ing projects.

I personally found working with a small
group of people just as stimulating and re-
warding, and less tiring, than attending a
huge conference. In terms of the modifica-
tion idea of holding a local writing retreat,
we are sometimes unaware of kindred
souls in our own backyard. Working on
writing projects together might add new
colleagues to one’s long-term informal mu-
tual support system. Any profession needs
such support systems in order to flourish.

SUSAN'S FINAL NOTE

It pleases me greatly that Dale and Carol
risked a day with me to develop their writ-
ing skills and that both found the experi-
ence useful. I was especially delighted to
learn that Dale put her resolve to the test
right away by submitting a response letter
to the editor of her Allentown, Pennsylva-
nia newspaper—and it was published! The
following appeared in The Morning Call
this August:

To the Editor:

On August 15, The Morning Call
featured an article on Lehigh Valley
youth and their social behavior in
malls. One comment indicated that
the teens of today gather in malls
since there is nothing better to do.
This remark spurred me to raise the
consciousness of our youth by stat-
ing that there are approximately 500

THE JOURNAL OF VOLUNTEER ADMINISTRATION 7
Summer 1994

agencies looking for volunteers to
augment their programs. The United
Way Volunteer Center publishes a
guide for teens who are seeking sum-
mer volunteer opportunities. In addi-
tion, the Lehigh Valley Mall was host
to a volunteer fair in May sponsored
by the United Way Volunteer Center
and the Society of Volunteer Admin-
istrators. The Morning Call also sup-
ports many volunteer and commu-
nity service requests by publishing a
column in the Accent section of the
Sunday edition listing many offer-
ings, with a brief description of the
specific task.

This summer at Luther Crest, we
had the pleasure of seeing youth vol-
unteers engage in an array of tasks,
meet new friends, learn to accept
challenges, and think about future
goals and career choices. These are
the stars of tomorrow, the hope for
the future, and today’s shining stars.
We encourage and support the ef-
forts of our student volunteers and
compliment their parents for giving
each one a firm foundation.

Dale Honig

Director of Volunteer Services
Luther Crest Retirement Community
Allentown

To all of you budding writers who are
reading this article right now: you can do
it, too! It just takes one person to start the
planning process for a writers retreat. And
if you are already a conference program
chair, this is your chance to program some-
thing special for your group. If anyone
does try a version of the Writers Retreat,
please write and let the rest of us know!



( Training Desz'gn—>>

Team-Building and Ice-Breaking
With Centerpieces!

Katherine Noyes Campbell

GROUP, TYPE AND SIZE

This exercise was originally used as
part of an evening celebration at a state
conference on volunteerism. At that
event there were over 400 participants,
divided into tables of 10 each. The exer-
cise can work with any group size, small
or large, and is particularly well-suited to
individuals of all ages.

PURPOSE

(1) To create centerpieces for the tables
at a luncheon or dinner; (2) to stimulate
teamwork and creativity among partici-
pants; (3) to emphasize a particular
theme or message; and (4) to have fun!

TIME REQUIRED

The entire exercise takes 30—45 min-
utes, depending on how much time is al-
lowed for building the centerpieces, and
whether or not a judging component is
included.

MATERIALS

No standard set of materials must be
included, as long as there is a variety.
Each table group must receive the identi-
cal set of supplies, and the cost can be
kept at a minimum by using simple, ev-
eryday items. It is also important to have
some type of container which holds the
materials and which can be used as a

base for the centerpiece if you want them
to be movable. Materials used in the orig-
inal exercise included:

large cardboard box, 8 x 12 x 5

pipe cleaners

styrofoam balls

glue stick

plastic drinking straws

aluminum foil

construction paper

paper clips

string

rubber bands

marker

PROCESS

1. Prepare an identical set of supplies
for each table group. Place them in the
container and tape the lid shut so that the
participants cannot see the contents until
you are ready for them to start.

2. Place one container on each table. In
the original exercise, the boxes were on
the tables when everyone came into the
room for dinner. There was a great deal
of discussion about what the boxes were
for, but we simply issued a strong warn-
ing that no one was to open the box until
later on. We then conducted the exercise
after the main course was finished, before
dessert was served. Part of the fun was
building the suspense and keeping ev-
eryone guessing!

Katherine Noyes Campbell serves as Program Services Manager for the Virginia Office of Volunteerism. In this
position she is responsible for planning and implementing an annual statewide conference, conducting train-
ing on volunteer management, and providing technical assistance to nonprofit and for profit organizations as
well as public agencies. Ms. Campbell has over 20 years experience in the field of volunteerism, both as a
program manager and as a trainer and consultant. She has authored several articles and publications. She has
served on many local, state, and national boards. Most recently, Katie served as president of the Association
for Volunteer Administration, the international professional association for leaders of volunteer programs.
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3. When you are ready for the exercise
to begin, give clear instructions such as:

“We are now ready to test your creativ-
ity and decorate the room at the same
time. In the box on your table you will
find a variety of materials. When I give
you the signal, you are to open the box
and use its contents to construct a center-
piece. Everyone at the table is expected to
contribute to the effort. Your centerpiece
design should illustrate the theme of our
conference. You may use only the items in
the box, and your design must be able to
be moved once it is finished; we suggest
you use the box and/or the lid as a base.
You have 20 minutes in which to work.
At the end of that time judges will circu-
late to award prizes for the best designs.
You may now open the box and get to
work!”

4. It may take a few minutes for some
folks to get involved, but before long the
excitement and interest will build. There
may even be a bit of playful “espionage,”
as individuals scout out what other tables
are doing! (This should not be encour-
aged, but it does happen.) The time limit
may be adjusted, depending on the level
of creativity. The goal is to allow enough
time for creativity, yet keep the pressure
on so that everyone stays busy.

5. You can enhance the playful atmo-
sphere by playing some upbeat music
while the centerpieces are being built.

6. When the time is up, blow a whistle
or ring a bell to stop the activity. If you
are doing this in conjunction with a meal,
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dessert could now be served while the
judging is conducted.

7. Judges should be selected ahead of
time, so that they do not participate in the
activity. This is a good way to engage
members of your board or advisory
group, or as a way to recognize individ-
ual volunteers. They can wear headbands
or badges (made from cardboard or con-
struction paper) which denote their title
of “JUDGE.” A general guideline would
be to assign one judge for every 4-5 table
groups.

8. When the judges have reviewed all
the centerpieces, they should collectively
reach a decision about winners. If there is
a large number of table groups, it is help-
ful to have more than one category of
winner. For instance, prizes can be
awarded for:

Best Theme

Craziest Looking

Most Beautiful

Most Practical

Funkiest

Most Politically Correct

Most Sophisticated

Best Use of All Materials

A small prize should be given to every
person at a winning table.

9. Since the centerpieces have been
built to be “portable,” they can be used or
displayed in other ways even after the
event is over. Participants enjoy the op-
portunity to look at the various creations
over a period of time, and take pride in
what they did as a team.



Pulling a Volunteer Out of Your Hat ...
Working With Television and Radio to
Recruit, Recognize and Retain Volunteers
Nancy Angus

In our media-managed world, most of
us can recite the 3 Rs of environmental
awareness—reduce, reuse and recycle.
But what about the 3 Rs of volunteer
awareness—recruit, recognize, retain.
The media has played a big part in re-
peating the message “reduce, reuse, recy-
cle:” so much so, in fact, that people of all
ages get the environmental message. By
learning to work with television and
radio, you can get your volunteer mes-
sage to the masses. Your program will ex-
perience magic results.

There are many methods for getting
your message to the community and
many non-profit volunteer agencies find
the electronic media (television and radio)
to be challenging and rewarding. Work-
ing effectively with local and national
electronic media does not have to involve
smoke and mirrors—an organized, well
thought out media campaign will recruit
new volunteers as well as recognize and
retain existing volunteers.

PLAN + ORGANIZE = MAGIC

The magic formula can work only with
lots of emphasis on planning and orga-
nizing. Sometimes, with all the hours of
organizing and planning, even the most
thought-out campaigns have no magic!
The key to MAKING MEDIA MAGIC is
creative, innovative, showstopping plan-
ning and organizing. It’s all in the cards.

GETTING STARTED - MAKE A PLAN

David Copperfield had a plan. Before
the world famous magician could sell out
theatres, he had to learn his craft, practice
before mirrors, listen to honest feedback
from small audiences and stay dedicated.
He was the Rocky Balboa of the magician
set—he set a goal and couldn’t quit. After
Copperfield became successful he had to
continually revise his act and keep it cur-
rent—even if it meant bringing motorcy-
cles on stage. Just because he could make
his assistant disappear and motorcycles
disappear didn’t make him a hit in every
theatre. Today, Copperfield succeeds as
an innovator, a talented professional who
knows his audiences are fickle. It’s a re-
cession out there and entertainment dol-
lars are hard to come by—audiences
choose their performances carefully; tele-
vision schedulers are constantly seeing
new acts. In today’s competitive world,
Copperfield is creative, innovative and
showstopping.

LISTEN, LOOK, LEARN

Just like magician David Copperfield,
volunteer managers have to look at their
media campaign plans with care as well
as creative, innovative, showstopping de-
tail. If you are developing a brand new
program, start small and learn about the
field of volunteer management and what
makes your organization special/differ-
ent/unique/showstopping in your com-
munity. Listen to what your clients have

Nancy Angus is a world traveler who has journeyed to and volunteered in a veterinarian’s clinic in
Malaysia; for the Commonwealth Games in Auckland, New Zealand; on a cattle ranch in British
Columbia, a pig farm in Quebec and a dairy farm in New Zealand; for the Flying Pig Theatre in Mel-
bourne, Australia. Her latest excursion will be with the Congo Nya Cultural Foundation in New Amster-
dam, Guyana. When not traveling, Nancy is the Supervisor of Community Relations/Volunteer Services
with the City of Thunder Bay Homes for the Aged; freelance writer/broadcaster with C.B.C. radio; and a
frequent contributor to national magazines and also seminar and workshop leader.
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said or what your volunteers say. All TV
and radio stations are looking for an
angle—what is unique about this story?
What's the hook? (Trick: Read newspaper
headlines—there’s usually a hook in the
headline to get you to read the article.
Listen to the documentary show line-
up—a teaser line entices you to stay
tuned to the show and listen. If you stay
tuned, the hook has worked!)

Television and radio producers choose
or reject a story based on whether their
listeners will stay tuned or not.

BACK TO SCHOOL

Start with the basics when building
your media campaign. You may know
everything there is to know about your
agency and your need for volunteers but
take the blinders off. (Trick: Pretend you
know nothing about the program—ask
friends who have no connection with
your agency what they think is newswor-
thy about your agency.) Remember, your
goal is to work with the electronic media
in recruiting, recognizing and retaining
volunteers in your agency.

SET A GOAL

As in any planning exercise it is impor-
tant to set a goal and to establish steps to-
wards reaching that goal. If you want to
recruit 15 new volunteers write that
down. Remember that a goal must be
specific, measurable, achievable. If you
want to retain five volunteers from a spe-
cific campaign, write that down, and plan
to work towards the successful achieve-
ment of that goal. If the goal for your
media campaign is to recognize the posi-
tive impacts of your volunteer team,
write that down and celebrate when you
achieve the goal. (Trick: Write goals and
objectives and post them in a place where
they can easily be seen and reviewed.)

ORGANIZE IT RIGHT

You’'ve done the brainstorming—you
know what your hook is, what your mes-
sage is, what the goal is of your media cam-
paign. Now you've got to take the time to
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set out the steps, mobilize the people and
the resources needed to assist you in
achieving those goals and get ready to at-
tract the attention of the electronic media.

HITTING THE BULLSEYE

Target the programs as well as TV and
radio people who may be of assistance to
you. Call up the stations. Get names of
program producers or assignment edi-
tors, news editors or hosts. (Trick: Con-
tact names in stations may change—
make sure your contact listing is up to
date. Always keep an eye and ear open
for new shows.)

Send out a media release (trick: media
release always answers WHO, WHAT,
WHEN, WHERE, WHY) and follow it up
with a personal phone call. When calling
a reporter or news editor, keep your call
short and beware of calling too often.

Target stations that feature stories and
programs dealing with your agency’s
clients. For example, if you are recruiting
volunteers to work as ushers for the se-
niors health lecture series, you may not
get a lot of response from the campus
radio station. (On the other hand the col-
lege may have a gerontology program, or
there could be a good number of mature
students who listen to alternative radio—
remember the key to magical media tour-
ing is to be creative and innovative!)

Target new and up-and-coming pro-
grams that may be looking for something
in your area. Write a query letter. Suggest
a story outline for a series. Watch the pro-
gram. Listen to the program. Know their
format and how a feature story on your
volunteer program might suit the TV or
radio broadcast. Broaden the outlook of
local stations. If your agency recruits vol-
unteers to work with recovering drug
abusers, a profile of your agency may fit
in nicely with a week long series during
drug awareness week.

Target the players within your agency
that can help you with achieving the
goals of the campaign. Are there staff
people who would make good interview
material? Are there dynamic volunteers



whose stories will touch listeners and
make them want to volunteer with you?
(Trick: Radio and television are emotional
media—work with voice, sound, visual
effects.)

YOU’RE GONNA BE A STAR— TIPS
ON PREPARING FOR THE INTERVIEW

As Janis Joplin once said, “Don’t com-
promise yourself baby, you're all I've
got.” Congratulations! Your media re-
lease gathered some attention and the
local radio station has invited you to talk
with the interviewer in the studio. Ner-
vous? Don’t be. Before the interview, be
prepared.

Write all your important points
on a piece of paper:
e WHAT is your message or focus
e WHO, WHAT, WHEN, WHERE, WHY
about the message
e ALL the positives
¢ ALL the negatives

Ask the reporter for his[her questioning line:

* What questioning line will the reporter
pursue? Most interviewers will share
their questions with you before the in-
terview so you can prepare.

Keep in mind:
¢ Never assume the reporter knows your
job, your agency, your volunteers. Give
him/her background and a written
fact sheet.

You're on tape:

¢ Think before you talk. If a reporter
calls and the tape is rolling, ask if you
can clarify the facts and call back.

e We are living in a “global village,” so
everything that you say to your local
media can show up on national or in-
ternational television screens ... watch
what you say and HOW you say it!

Practice how you sound:

* A nervous, tense voice comes across on
radio. Get your voice warmed up—
“red leather yellow leather” repeated
aloud several times gets the voice
warmed up and ready.

¢ Tape yourself on a tape recorder.

* If you feel your voice is racing, take a
deep breath and slow down.

Pay attention to how you look:

* Visual impressions count on TV.

® Wear solid colors or not-too-busy
prints—no checked prints or solid
black or solid white.

¢ Avoid jangling bracelets and dangling
earrings.

¢ Keep your hair simple.

¢ If you're wearing a short skirt, avoid
crossing your legs.

¢ If you are wearing pants, check the
length of socks when you are sitting.

¢ Try not to fidget—hold your hands to-
gether in your lap if you are uncom-
fortable.

* Practice before your interview ... you
should be confident in your material so
you do not have to hold fact sheets. If
fact sheets are important for correct
background statistics record them on
index cards.

¢ Keep answers short and to the point.

* Concentrate on avoiding “ums” and
“ahs.”

* The best way to make the most impact
on television is to practice. Ask a friend
or a co-worker to tape your mock tele-
vision interview, concentrate on your
message, how you come across, how
you look, what you could improve be-
fore the real taping at the station.

THE GRAND FINALE ...

There’s nothing up your sleeve, but
media magic can happen with creative,
innovative, showstopping planning and
organizing. So when you take your Re-
cruit, Recognize, Retain Show out on the
road, save the front row seats for your
volunteers—they deserve the best seats
in the house.
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ABSTRACT

Identification of an individual’s motivational need and desired volunteer work enables volunteer
administrators to capitalize on the motivation a person brings to the organization as well as to
make effective use of the role by being cognizant of the levels of participation behind the differing
volunteer assignments. The Motivation by Maslow Questionnaire was used to identify motiva-
tional needs of 35 helpline (crisis) volunteers, and three categories of volunteer work were used
to classify their levels of participation. Implications for improving volunteer commitment to the
formal voluntary organization and recruitment and retention strategies relative to volunteer
motivational needs are discussed.

What Are the Motivational Needs
Behind Volunteer Work?

Autumn Danoff and Surelle Kopel

In order for progress and integrity to be
realized in our society, we must develop
greater respect for individuals and strive
to understand, in a personal way, their
needs, fears, and desires, and then relate
to them (Cull & Hardy, 1974). Volun-
teerism allows citizens to respond to
those in need of help and therefore move
from passive observers to active partici-
pants in solving community problems.
Our country is becoming increasingly de-
pendent upon voluntary organizations to
provide the physical and psychological
support services that can no longer be
supplied by government alone (Keyton,
Wilson, & Geiger, 1990). Kantrowitz
(1989) reports that after years of apathy
Americans are volunteering more than
ever, and that according to a 1987-1988
survey by Independent Sector, an um-
brella organization for most of the major
charitable groups in the United States,
45% of people surveyed said they regu-
larly volunteered. It was estimated that 80
million adults gave 19.5 billion hours of
volunteer service in 1987. In a time when
public funding for social services is being
drastically cut and the need for services is
increasing, volunteers fill the service gap.

Without volunteers to provide leader-
ship, carry out tasks, and deliver services,
many organizations and the services they
provide would cease to exist. However,
volunteers are not entirely a free source of
help. They are, in many respects, equiv-
alent to employees of the organization in
that they require job descriptions, in-
service training programs, supervision,
and well-planned rewards for their meri-
torious service. There is substantial cost in
terms of recruitment, training, and super-
vision (Cull & Hardy, 1974). The increas-
ing size and complexity of non-profit or-
ganizations require a more sophisticated
volunteer administration to recruit, train,
and retain their volunteers. Understand-
ing an individual’s decision to enter into a
voluntary action setting, participate in
voluntary activity, take on a leadership
role, or leave the setting is a challenge for
the volunteer organization.

Identification of an individual’s moti-
vational needs and desired volunteer
work can enable volunteer adminis-
trators to capitalize on the motivation a
person brings to the organization and
make effective use of the volunteer work
by being cognizant of the levels of partic-

Autumn Danoff, M.S., is a Ph.D. candidate at Barry University and has worked in the Human Resource area
where she has served as facilitator for support groups involving crisis counseling for abused women and
advocate for abused and neglected children. Surelle Kopel, Ed.D., is a research consultant at Barry Univer-
sity, Florida and adjunct professor of statistics and psychology at Miami Dade Community College.

THE JOURNAL OF VOLUNTEER ADMINISTRATION 13
Summer 1994



ipation behind the differing roles. Sorting
volunteers into categories assists the ad-
ministrator to obtain a “picture” or pro-
file of current members. It can also help
to attract new members by targeting a
specific profile relevant to the agency’s
service and to retain members by utiliz-
ing appropriate rewards for service.

THE CONCEPT OF NEEDS
AS MOTIVATION

The concept of needs seems to have
become important since Maslow (1943)
first introduced his theory. He began by
identifying the motivation from within
the individual in terms of human drives.
He suggested that all human beings
have certain needs that drive or moti-
vate their behavior and that they can be
sorted into five major categories: (1) sur-
vival needs; (2) safety and security
needs; (3) the need to belong; (4) self-
esteem needs; and (5) self-actualization
needs. Categorizing volunteers accord-
ing to Maslow’s motivational needs can
demonstrate the range of reasons for
volunteer participation.

Wilodkowski (1985) suggests that one
person cannot really motivate another.
He addresses the topic of adults’ motiva-
tion in a way that is applicable to volun-
tary settings. One of the six aspects of
motivations he identifies is needs, which
he defines as internal forces that lead to
goal attainment. He suggests that man-
agers should consider ways of recogniz-
ing and fulfilling needs that bring people
to voluntary organizations. This recogni-
tion can help managers plan programs
that will produce steadier performance,
better attendance, and longer duration of
service (Ilsley, 1990).

Scheier (1980) speaks of “motivational
paychecks.” Since volunteers are not paid
in money, the mostly intrinsic rewards
they receive are their only pay. Volunteers
will not ordinarily become involved in
helping others unless they are in some
sense helping themselves at the same
time.

Briggs (1982) compared the results of a
survey of employee work satisfactions
and areas of greatest importance to a sur-
vey of volunteers using a similar measure
which was modified to eliminate refer-
ences to pay. In both surveys, for paid em-
ployment and volunteer work, growth
and esteem needs were most important.
However, social needs were also among
the highest for volunteers, but not for paid
workers. In both studies social aspects of
the work were named as the source of
greatest satisfaction. She concludes:

Volunteers then, are distinctly differ-
ent from paid workers, in that they
value different aspects of a job assign-
ment. People who are prospective
volunteers arrive at a program’s door,
for the most part, not with overflow-
ing altruistic motives, but with real
needs for self-growth, for work expe-
rience, for building self-esteem, for
enjoyment, for building relationships
with others, for contributing to val-
ued goals, for affiliating with an or-
ganization or its staff, and so on.
Many times (consciously or uncon-
sciously) they are looking to the vol-
unteer program to satisfy one or a
healthy combination of those needs
not currently being met by their paid
work or their home situation.

Strong support for the relationship be-
tween needs and satisfaction is found in a
series of studies in vocational rehabilita-
tion at the University of Minnesota called
the “Work Adjustment Model” (Lofquist
and Davis, 1969) where the basic premise
of the theory is that individuals will seek
to maintain a “fit” or correspondence be-
tween themselves and their environment.
Although the “Work Adjustment Model”
is intended for paid employment, it pro-
vides a theoretical foundation and ratio-
nale for the use of an instrument to mea-
sure needs of volunteers, for matching
volunteer needs to a task, and for using
the construct of satisfaction as a measure
of how rewarded a person feels from his
or her volunteer work.
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VOLUNTEER WORK ROLES

Jenner (1982) has identified three dif-
ferent roles of volunteer work: (1) con-
sciously chosen primary work; (2) sup-
plement to other, primary work; and
(3) as a vehicle for entry or return to em-
ployment. An individual’s orientation to
volunteer work will interact with and in-
fluence involvement in voluntary activi-
ties. The typology rests on the conviction
that a volunteer’s conscious reasons for
volunteering can be used as a basis for
classification (Jenner, 1982). Differences in
roles, therefore, would be related to dif-
ferences in demands and participation. In
general, she found that people who iden-
tified volunteer work as their primary ca-
reer will be highly involved, contribute
significant amounts of time, and make
significant demands on the experience.
The career orientation implies a progres-
sion of activities and positions, and a
long-term commitment to volunteerism
as serious work. However, most people
view volunteering as a supplement to the
more important aspects of their lives
(Tomeh, 1973) and therefore expect less
from their volunteer experience. Individ-
uals who have made a conscious decision
to use volunteerism for career develop-
ment are likely to have a significant com-
mitment to a long-term goal, along with
involvement in a current activity that is
considered important to them. They may
channel much of their work energy to
volunteerism (like the career volunteer)
or divide it (like the supplemental volun-
teer). They differ in that they consciously
use voluntary activity as a means to a fu-
ture, self-oriented goal outside the realm
of volunteerism (Jenner, 1982).

The present study examines the moti-
vational needs of voluntary activity and
role selection in a formal voluntary or-
ganization. Formal volunteerism can be
defined as a service that is addressed to a
social need defined by the organization,
performed in a coordinated way in an or-
ganizational context, and rewarded by
psychological or other benefits (Ilsley,
1990). A volunteer is defined as a person
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who, out of free will and without wages,
works for a non-profit organization
which is formally organized and has as
its purpose, service to someone or some-
thing other than its membership (Jenner,
1982).

METHOD
Participants

Thirty-five crisis line volunteers at a
large, urban community service organi-
zation were surveyed. Although the
agency provides a variety of counseling
and community services, its primary
branch is the 24-hour crisis line, which is
staffed by approximately 70-100 volun-
teers, 13 paid staff members, and 7 on-
call paid counselors who mostly work the
overnight shift. Volunteers must undergo
60 hours of crisis intervention training,
sign a contract to complete at least
6 months of work, agree to work at least
one 3% hour shift per week, and attend
three in-service training programs every
6 months (a requirement of the American
Association of Suicidology).

Materials

Participants were asked to complete the
Motivation by Maslow Questionnaire
(MbM) (Sashkin, 1986), which consists of
20 statements that may or may not de-
scribe how respondents feel about their
jobs and work lives. The questionnaire is
designed to help respondents discover
and better understand the major factors in
their work lives by identifying motives
that are important to them. Although the
MbM Questionnaire is based on the clas-
sic motivation theory of Abraham Mas-
low, it does not identify a hierarchy of
needs, but focuses instead on four (of the
five) categories of needs and the respon-
dent’s relative standing within each cate-
gory. It is assumed that those completing
the questionnaire will have their survival
needs met. It measures the importance an
individual places on: (1) Safety and Secu-
rity (in terms of work)—economic secu-
rity, a comfortable standard of living, and
a feeling of safety; (2) Social and Belong-



ingness—social interaction, the feeling
and need for belonging; (3) Self Esteem—
the feeling that you are worthwhile as an
individual, that you “matter”; and
(4) Self-Actualization—the search for self-
development. Each of the four scales of
the questionnaire has a minimum of 5 and
a maximum of 25 points. Each statement
is scored on a 5 point Likert-type scale
with response options ranging from
“completely true and accurate” to “not
true and accurate.” Scores of 20 or more
on any scale are considered high and sug-
gest that the motives measured by the
scale are important to the respondent.
Scores of 15 to 19 are moderately impor-
tant, scores from 10 to 14 are considered
low, and scores below 10 suggest that the
motives measured by that scale are not
important to the respondent.

In addition, participants were in-
structed to complete a short survey at-
tached to the questionnaire. They were
asked to assign themselves to one of three
categories, depending on the role volun-
teer work plays in their lives. The cate-
gories are defined by Jenner as follows:
(1) Primary—"“Volunteer work is my
main career or work activity; it is the key
part of my work life” (which may also in-
clude employment, homemaking, school,
etc.); (2) Supplemental—"“Volunteer work
is a supplement to other parts of my
work life”; and (3) Career Instrumen-
tal—“Volunteer work is a way to prepare
me for a new (or changed) career, or to
maintain skills and contacts in a career I
am not actively pursuing at this time.”

Demographic data collected included
sex and length of service with the organi-
zation (less than 1 year, 1-3 years, 3-5
years, and over 5 years). Respondents
were asked to check volunteer work, sex,
and length of service on a paper attached
to the questionnaire.

Procedure

A cover letter, MbM Questionnaire,
and work role and demographic survey
were distributed to 65 volunteers at the
agency via their mailboxes. The question-

naire was removed from the test booklet
which contained an interpretive guide for
scoring. The cover letter described the na-
ture of the study and the categories of
motivational needs and the categories of
volunteer work roles.

Questionnaires and booklets were
numbered. The completed questionnaires
were scored and returned to their corre-
sponding booklet, and results were given
to the participants. Thirty-five question-
naires were completed for analysis using
descriptive statistics.

RESULTS

The data were pooled from 35 respon-
dents, 24 female and 10 male (one datum
missing). Length of service for the major-
ity of respondents, 44%, was between
1 and 3 years, while 22% service for
5 years or more, 19% for less than 1 year,
and 15% had volunteered for between
3 and 5 years. With regard to work, the
majority of respondents, 57%, were in the
Supplemental category, and 17% were
both Primary and Career Instrumental
volunteers (9% of data missing).

The majority of respondents placed
moderate importance on Safety and Secu-
rity (46%), Self-Esteem (74%), and Social
and Belongingness (66%). Self-Actualiza-
tion was the only scale in which the ma-
jority of volunteers placed high impor-
tance (57%).

Table I: Percent of Volunteers Who
Scored High, Moderate, and Low
on the Motivation by
Maslow Questionnaire

Scale SS SE SA SB

High 37 9 57 17
Moderate 46 74 37 66
Low 17 17 6 17

Note: N=34 (10 male and 24 female). The four
scales measured include: (1) Safety and Security
(SS); (2) Self-Esteem (SE); (3) Self-Actualization
(SA); and (4) Social and Belongingness (SB).

Correlational analysis (Goodman and
Kruskal’'s Gamma) did not reveal any sig-
nificant relationships between length of
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service and the amount of importance
placed on each of the four motivational
scales or work. This might be due to the
relatively small sample size. It is interest-
ing to note, however, that for the Self-Ac-
tualization scale, twice as many respon-
dents (8) scored in the “high” range as
compared to the “moderate” range (4) for
the largest length of service category, 1-3
years.

DISCUSSION

The Motivation by Maslow Question-
naire (MbM) can be used to introduce
basic concepts of motivation in a volun-
teer training program. It is easy to admin-
ister and score, and can be used not only
as a means of categorizing volunteers,
but as a reference point for administra-
tors to help volunteers understand more
clearly their internal needs and motiva-
tors. It can also be of value in providing
need fulfillment on a more individual
basis in designing rewards for service.

The majority of people who volunteer
at the (service) organization are supple-
mental volunteers who are motivated by
the need to self-actualize. Volunteers in
this category are searching for self devel-
opment, the effort to become all that they
can be. They have goals similar to those
of the service organization whose pur-
pose is to help others or to do things for
others (Heidrich, 1988). They may want
to be involved in social reform and solv-
ing community problems, and they feel
they can contribute something to society.

In order to retain self-actualizing vol-
unteers, volunteer administrators can ar-
range meetings where the volunteers can
offer opinions about organizational struc-
ture and procedures, and allow them to
make important decisions. Volunteer ad-
ministrators need to understand that
many self-actualizing volunteers seek a
chance to be involved in action that alle-
viates a problem. Administrators can
maximize learning and developmental
activities and facilitate an organizational
climate that allows volunteers to be self-
supporting (Ilsley, 1990).
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In recruitment strategies (Heidrich,
1988) the organization can: (1) use langu-
age reflective of this group’s concern with
the good of society in communications
(brochures, newsletters, etc.); (2) empha-
size the social need for the service the
organization provides; (3) send the mes-
sage—"If you want to help solve this
problem, join our organization.”

Yet, the possible interaction of role and
motivation may be important. Those self-
actualizers who see their role as supple-
mental may feel overwhelmed if given
excessive pressure or responsibilities,
such as mandatory committee meetings.
These volunteers may be more comfort-
able if they are given the opportunity to
develop within the organization, but in
such a way that they may forge their own
paths.

Volunteers placed moderate to high
importance on safety and security (in
terms of work)—economic security and a
comfortable standard of living. Volun-
teers who are motivated by Safety and
Security, or a volunteer whose work role
is Career Instrumental, parallel the busi-
ness and professional volunteer organiza-
tion where the occupational and/or eco-
nomic interest of members is paramount
(Heidrich, 1988). They tend to use volun-
teer activity to develop business contacts
and leads, advance their careers, establish
networks with other community leaders,
gain status in the community, and en-
hance their image.

Recruitment and retention strategies for
volunteers motivated by Safety and Secu-
rity should include: (1) emphasizing
career-related benefits in recruitment mes-
sages; (2) focusing on the status of those
already in the organization; (3) describing
the amount of time needed to volunteer in
the organization in the lowest common
denominator; (4) showing how member-
ship can lead to self-improvement by pro-
viding workshops; (5) recruiting via net-
working (encouraging existing members
to recruit their business and professional
associates); and (6) making special efforts
to introduce new members with common



interests (Heidrich, 1988).

These techniques will be particularly
important for volunteers motivated by
social needs and having a Primary work
role. Administrators cognizant of this
specific interaction in some of their vol-
unteers may invite them to serve on com-
mittees, work on newsletters, organize
activities, or take an active role in agency
planning.

The majority of volunteers (74%)
placed moderate importance on self-es-
teem. Volunteer administrators can use
many forms of recognition to satisfy the
need for self-esteem. Formal awards pre-
sented to volunteers or public praise
helps volunteers to feel they have accom-
plished something as a result of their ef-
forts, and can help give them the feeling
that they are worthwhile and valuable to
the organization.

A voluntary organization and its vol-
unteers are in a reciprocal relationship
and the organization has an obligation to
meet the needs of its volunteers. If the or-
ganization does not respond to the needs
of its volunteers, morale will fall and vol-
unteer turnover will rise.
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Guide to Publishing a Training Design

When submitting a training design for publication in The Journal of Volunteer Administra-
tion, please structure your material in the following way:

TITLE OR NAME OF ACTIVITY

GROUP TYPE AND SIZE: This should be variable so that as many groups as possible
can use the design. Optimum group size can be emphasized
or ways to adapt the design to various group sizes can be
described.

LEARNING OBJECTIVES: One or more sentences specifying the objectives of the
activity.
TIME REQUIRED: Approximate time frame.

MATERIALS: List all materials including props, handouts, flip charts, magic markers,
and audio-visual equipment.

PHYSICAL SETTING: Room size, furniture arrangement, number of rooms, etc.

PROCESS: Describe in detail the progression of the activity, including sequencing of time
periods. Use numbered steps or narrative, but clarify the role of the trainer at
each step. Specify instructions to be given to trainees. Include a complete
script of lecturettes plus details of the processing of the activity, evaluation,
and application.

If there are handouts, include these as appendix items. Camera-ready hand-
outs are appreciated.

VARIATIONS: If other ways of conducting the design are applicable, describe briefly.

Include a three or four line biographical statement at the end of the design and any bibli-
ographical references showing other available resources.

Please send three (3) copies of all materials to THE JOURNAL OF VOLUNTEER
ADMINISTRATION, P.O. Box 4584, Boulder, CO 80306.
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GUIDELINES FOR SUBMITTING MANUSCRIPTS

I

II.

CONTENT

A. THE JOURNAL OF VOLUNTEER ADMINISTRATION provides a forum for the exchange of ideas
and the sharing of knowledge and inspiration about volunteer administration. Articles may address
practical concerns in the management of volunteer programs, philosophical issues in volunteerism, and
significant applicable research.

B. Articles may focus on volunteering in any type of setting. In fact, THE JOURNAL encourages articles
dealing with areas less-visible than the more traditional health, social services, and education settings.
Also, manuscripts may cover both formal volunteering and informal volunteering (self-help, community
organization, etc.) Models of volunteer programming may come from the voluntary sector, government-
related agencies, or the business world.

C. Please note that THE JOURNAL deals with volunteerism, not voluntarism. This is an important dis-
tinction. For clarification, some working definitions are:

volunteerism: anything related to volunteers, volunteer programs or volunteer management, regard-
less of funding base (including government-related volunteers).

voluntarism: refers to anything voluntary in society, including religion; basically refers to voluntary
agencies (with volunteer boards and private funding)—and do not always involve volunteers.

If this distinction is still unclear, feel free to inquire further and we will attempt to categorize your article
for you.

PROCEDURE
A. Authors must send three (3) copies of their manuscript to:

AVA
P.O. Box 4584
Boulder, CO 80306 U.S.A.

B. Manuscripts may be submitted at any time during the year. Publication deadlines for each issue are:
for the Fall issue: manuscripts are due on the 15th of July.
for the Winter issue: manuscripts are due on the 15th of October.
for the Spring issue: manuscripts are due on the 15th of January.
for the Summer issue: manuscripts are due on the 15th of April.
C. In addition to the three copies of the manuscript, authors must send the following:
1. a one-paragraph biography, highlighting the author’s background in volunteerism;
2. a cover letter authorizing THE JOURNAL OF VOLUNTEER ADMINISTRATION to publish the
submitted article, if found acceptable;
3. an abstract of not more than 150 words;
4. mailing address(es) and telephone number(s) for each author credited;

5. indication of affiliation with AVA or other professional organization(s). This information has no
impact on the blind review process and is used for publicity and statistical purposes only.

D. Articles will be reviewed by a panel of Editors. The author’s name will be removed prior to review to
insure full impartiality. The review process takes six weeks to three months.

1. Authors will be notified in advance of publication of acceptance of their articles. THE JOURNAL
retains the right to edit all manuscripts for mechanics and consistency. Any need for extensive editing
will be discussed with the author in advance. Published manuscripts will not be returned and will
not be kept on file more than one year from publication.
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2. Unpublished manuscripts will be returned to the authors with comments and suggestions.

3. If a manuscript is returned for revisions and the author subsequently rewrites the article, the sec-
ond submission will be re-entered into the regular review process as a new article.

E. Authors of published articles will receive two complimentary copies of the issue of THE JOURNAL
carrying their article.

F. Copyright for all published articles is retained by the Association for Volunteer Administration and
should be referenced when appropriate. Exceptions will be allowed only by prior arrangement with the
Editor-in-Chief.

III. STYLE
A. Manuscripts should be ten to thirty pages in length, with some exceptions.
B. Manuscripts should be typed, double-spaced on 8%2” x 11” paper.

C. Manuscripts should be submitted with a title page containing title and author and which can be
removed for the blind review process. Author’s name should not appear on the text pages, but the article
title may be repeated (or a key work used) at the top of each text page.

D. Footnotes should appear at the end of the manuscripts, followed by references listed alphabetically
(please append an accurate, complete bibliography in proper form).

E. Authors are advised to use non-sexist language. Pluralize or use “he/she.”
E. Contractions should not be used unless in a quotation.

G. First person articles are acceptable, especially if the content of the article draws heavily upon the
experiences of the author. This is a matter of personal choice for each author, but the style should be con-
sistent throughout the article.

H. Authors are encouraged to use interior headings to aid the reader in keeping up with a lengthy arti-
cle. This means breaking up the text at logical intervals with introductory “titles.” Refer to issues of THE
JOURNAL for sample headings.

I. Tllustrations (photographs, artwork) will only be used in rare instances in which the illustrations are
integral to the content of the article. Generally such artwork will not be accepted.

J. Figures and charts should be submitted only when absolutely necessary to the text of the manuscript.
Because of the difficulty we have in typesetting figures and charts, authors are requested to submit their
work in camera-ready form. Figures and charts will generally be placed at the end of an article.

K. General format for THE JOURNAL is in accordance with the Publication Manual of the American Psy-
chological Association (3rd ed.), American Psychological Association, Washington, DC, 1983.

THE JOURNAL OF VOLUNTEER ADMINISTRATION welcomes your interest in our publication. We are
ready and willing to work collaboratively with authors to produce the best possible articles. Please feel free to
submit outlines or first drafts to receive initial response from us. If your work is not accepted on the first try,
we encourage you to rewrite your manuscript and resubmit.

Further questions may be directed either to our administrative offices in Boulder or to:

Connie Baird

Editor-in-Chief

The Journal of Volunteer Administration
Southside Hospital

301 E. Main Street

Bay Shore, NY 11706

Telephone: (516) 968-3442
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Guide to Submitting Volunteerism’s Vital Speeches

When submitting a speech for publication, please structure material in the following way:

L

II.

L

VL

VIL

VIIL

PERMISSION TO PUBLISH
Only the speech-giver, him or herself, may submit a copy of the speech and give The
Journal permission to publish it.

FORMAT
Follow the regular Manuscript Guidelines with regard to format (i.e., double-spaced,
typed, three copies, etc.). Be sure to include a title for the speech.

LENGTH
Typed copy should be no more than ten pages in length. Manuscripts may be edited
for easier reading.

CONTEXT
Please include details describing the circumstances under which the speech was
given: date, place, occasion, for example.

COPYRIGHT :
Unless exceptions are worked out with the Editor-in-Chief prior to publication, The
Journal retains the copyright and should be referenced when appropriate.

REVIEW PROCESS
As with all articles being considered for publication, speeches will go through the
blind review process.

FREQUENCY OF PUBLICATION
The Editor-in-Chief retains the right to limit the frequency with which an
author/speech give is published.

AUTHOR’S INFORMATION
Be sure to include name, address, telephone number and one-paragraph biographi-
cal sketch.
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( Advertisements )

The Power and Potential of Youth
in Service to Communities

Transform Your Organization ® Unleash the Potential of Youth
Order Today! Request Training!
Call MOVS

Learn about national and community service and how to work with youth seeking service opportunities.
Order The Power and Potential of Youth in Service to Communities guidebook and Materials for

Trainers. Call today to request an order form or to learn about MOV'S training programs at 612/296-4731,
800/234-6687 or TTY/TDD 612/297-5353, 800/657-3783.
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( Letters )

To All 1994 International
Conference Presenters:

Congratulations on your upcoming presentation at our 1994 International Conference
on Volunteer Administration. The commitment you have made to our organization
through your leadership role is one we hope to share with all of our membership.

Our tradition has been to utilize our Spring edition of The Journal of Volunteer Admin-
istration as a format for speeches, workshops, seminars and consultations which have
been given at our Conference. Please refer to the general guidelines listed in this issue
and consider sharing your knowledge and expertise with our subscribers.

The deadline for submission to the Spring issue is January 15th. Unfortunately, we
cannot guarantee acceptance of all manuscripts, however, with our large editorial staff
and development team we look forward to working collaboratively with you.

Please feel free to contact me at the address below if I can be of any assistance, answer
questions or offer encouragement.

Sincerely,
Connie Baird,
Editor-in-Chief

Southside Hospital

301 E. Main Street

Bay Shore, NY 11706

(516) 968-3442
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Subscription Form

0 I would like to join the Association for Volunteer Administration and receive The
Journal as a benefit of membership. Please send me more information.

[J I would like to subscribe to The Journal of Volunteer Administration for one

year (four issues) at $29.

(O I would like to subscribe to The Journal of Volunteer Administration for three

years (twelve issues) at $78.
Name

Title

Organization

Address

0 Check or money order (payable in $US)
enclosed made out to: Association for
Volunteer Administration. Please note:
Subscribers in Canada and Mexico add
$3.00 per year to cover additional postage
and handling costs. Subscribers outside the

0] Charge to my [J VISA [0 MasterCard

Card No.
Expiration Date
Signature

United States, Canada, and Mexico add
$11.00 per year for additional postage and
handling costs.

Complete and return to: Association for Volunteer Administration
P.O. Box 4584, Boulder, CO 80306 U.S.A. (303) 541-0238
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