STANDARDS FOR

CERTIFIED VOLUNTEER

HOW "STANDARDS" BEGAN

"sStandards for Volunteer Programs" were
considered essential when plans were initi-
ated for a central coordinating volunteer
service in Summit County, Ohio (population
500,000) in 1947. The Volunteer Service
Bureau (VSB) was established the following
year in the community social planning
council and "Standards" was one of the
first committees appointed. Composed of
representatives of community agencies, this
committee met over a period of four years to
discuss and write the community's first
"Standards for Volunteer Programs".

In 1952 these Standards were mailed in
advance of meetings with groups of agency
executives and volunteer directors.

PROGRAMS

by Hope M. Bair

- Agency board and staff
realization of the importance
of volunteer contributions;

- Volunteers to be given recogni-
tion for their services;

- Adequate records of volunteer
service to be maintained.

The second section established:

"Minimum Standards for the Supervision of
Volunteers":

- Interviewing of volunteers;

- Orientation of volunteers;

-~ Supervision of volunteers by
staff.

The third section described:

"Minimum Standards for Temporary Volun-

teer Jobs":

The initial Standards were divided
into three sections. The first section
established "Minimum Standards for the
Organization of Volunteer Programs":

- One individual in the agency
responsible for volunteers;

- Each agency to analyze the total
work of that agency to identify -
jobs suitable for volunteers;

- Relationship to the Volunteer
Service Bureau;

- Agency interpretation, instruc-
tion and supervision, with
notation of the importance of
instruction and supervision
for teenage volunteers.

By 1959, sixty-one percent of

participating agencies had accepted these
Standards and were developing their
volunteer programs in accord with them.
Agency acceptance was entirely voluntary.
There was no publicity singling out
those agencies which had accepted the
Standards. Although the VSB visited
agencies to establish cooperating rela-
tionships, the visits were designed to

Hope Bair is the Executive Director of the
Voluntary Action Center of Summit County,
Inc., Akron, Ohio. She teaches a course
on Volunteer Management at the University
of Akron.
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value of Certification, but will offer
service opportunities in both certified and
non-certified volunteer programs in rela-
tion to the prospective volunteer's
interests.

Because many agency volunteer direc-
tors have taken.the non-credit course on
“Managing a Volunteer Program" taught by
the VAC Executive Director at the Univer-
sity of Akron for the last seven years, the

directors. However, VAC needs published
criteria for evaluation of the competencies
of volunteer directors in agencies applying
for certification.

Criteria have been established by the
Association for Administration of Volunteer
Services for certification of volunteer
service administrators. As the community
becomes ready for it, the Voluntary Action
Center will need to incorporate the profes-

VAC Executive Director is knowledgeable
about the competencies of many volunteer

sional certification of the volunteer
director in the Certification Standards.

1-

STANDARDS FOR CERTIFIED VOLUNTEER PROGRAMS

Adopted by Board of Trustees June 16, 1977

The administration of the organization shall approve the plan for the volun-
teer program and shall provide support for its continuing development.

THIS MEANS: The leadership of the organization will have given some
serious policy consideration to the initiation and continuation of

the volunteer program. The values and costs of the volunteer program
to the larger institution will have been discussed. There will be at
least an implied long-term or intermediate term commitment to the
volunteer program by the organization. Such a commitment is contingent
upon some reasonable level of benefits from the volunteer program to
the organization relative to program costs.

All paid staff shall be informed about the philosophy and scope of the volun-
teer program and about individual staff responsibilities to volunteers.

The organization shall have a person designated to coordinate and be
responsible for the volunteer program.

.QUALIFICATIONS FOR THE POSITION:

A Bachelor's degree or equivalent work experience plus administrative
and supervisory experience as a paid professional or as a volunteer.

Required knowledge or abilities: . R

1- Demonstrated inter-personal, organizational, leadership skills
and abilities including some knowledge of the Community Organi-
zation process.

2- Ability to communicate ideas effectively both orally and in
writing. .

3- Knowledge of the basic principles and practices of Personnel
Management as related to recruitment, selection, placement,
training, supervision, and motivation of volunteers.

4- A knowledge of the basic principles of organization, public
relations, and administration.

Volunteers shall not displace a paid worker or be placed in a job slot for
which funding is available.

There shall be written job descriptions of all volunteer assignments. These
descriptions shall be up-dated as needed and shall include time required,
skills needed, and duties to be performed.

Each prospective volunteer shall be interviewed by the volunteer director or

by his/her designee. Assignments shall be individually suitable and made
with minimal delav after initial contact.
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Plan for on-site visit by VAC representative will be made with agency within
one month after receipt of Application and Volunteer Program Data.

Purposes of on-site visit:

~ To meet with board representative, executive, volunteer director,
and service volunteers;

~ To discuss information provided in the Application and Program
Data.

-~ To determine adherence to published Standards for Certified
Volunteer Programs; and

- To provide consultation, if needed, to bring program up to these
Standards.

DECISION ON CERTIFICATION

Decision on Certification will be made by VAC Board of Trustees on recommen-
dation of VAC Standards & Certification Committee.

Signed Certificate will be provided to qualifying agency by VAC, showing
date of Certification and period which Certification covers. Certification
is for a period of three years.

Note: The support of the agency administrator and the qualifications
of the volunteer program director determine, more than any
other factors, the stability and strength of the agency's
volunteer program. The University of Akron offers a non-credit
course each Fall on "Managing a Volunteer Program" taught by
VAC Executive Director.

When there is a change in agency staff in either position, VAC
consultation, without fee, should be requested to assure con-
tinuity of Certification.

Date Received

Date of Action

APPLICATION

FOR CERTIFICATION OF VOLUNTEER PROGRAM

AGENCY NAME

ADDRESS PHONE

VOLUNTEER CONTACT PERSON:

NAME TITLE

OFFICIAL ACTION TO INITIATE OR CONTINUE AGENCY INVOLVEMENT OF VOLUNTEERS:

ACTION TAKEN BY:

(Board, Administrator, Other)

DATE OF ACTION:

ACCOMPANYING VOLUNTEER PROGRAM DATA SUBMITTED BY:

NAME

TITLE
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VOLUNTEER PROGRAM DATA

AGENCY NAME

DATA SUBMITTED BY:

TITLE:

YEAR VOLUNTEER PROGRAM ESTABLISHED

NAME OF CURRENT VOLUNTEER DIRECTOR

ATTACH CURRENT JOB DESCRIPTION FOR THIS POSITION:
(Include duties, qualifications and salary range)

PLEASE SUBMIT INFORMATION AND DOCUMENTS SUPPORTING YOUR RESPONSES TO THE
FOLLOWING QUESTIONS:

‘1.

10.

11.

12.

13.

How are paid staff informed about philosophy and scope of your volunteer
program and about individual staff responsibility to volunteers? By
whom? How often?

What are the current goals and objectives of the volunteer program?
Please attach a written job description for each current volunteer
assignment, whether or not this assignment is now filled by a volunteer.
Include date when each assigment was established or revised.

Describe your procedure for recruiting, interviewing and assigning new
volunteers.

Describe your plan for orienting new volunteers.
Describe your plan for initial and in-service training given to volunteers.

Describe your agency's provision for the supervision and evaluagion of
volunteers. What provision is made for volunteers capable of and

interested in assuming greater responsibilities?

What identifies your volunteers as volunteers?
What procedure is used to evaluate your volunteer program as a whole?
Describe the recognition plan for thanking your volunteers.

Describe the record-keeping procedures used in your volunteer program.
Attach one copy of your major reporting/record-keeping forms.

Describe the source(s) and procedure for financing your volunteer program.
List budget items in which the volunteer program has input and management
responsibility.

Attach a copy of the agency's Affirmative Action Plan and Procedure for
the recruitment and involvement of volunteers.
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CHECK LIST -- STANDARDS FOR VOLUNTEER PROGRAMS

As you are initiating, developing, or strengthen-
ing your volunteer program, this CHECK LIST can
be used to identify areas needing attention. The
numbers correspond to those in the Voluntary Act-
tion Center's STANDARDS FOR CERTIFIED PROGRAMS.

In planning our volunteer program we utilized the consultant services
and publication resources of the Voluntary Action Center . . . . . .

Our board and administrator carefully studied and approved a plan for
involving vOlunteers . « . ¢ « « ¢ ¢ « ¢ ¢ o o o o s s o s s s e s .

The understanding and cooperation of paid staff have been secured for
our proposed or ongoing volunteer Program . . . « « « « + 2+ o« & o o

The overall responsibility for coordination of our volunteer program
has been assigned to one staff person (paid or volunteer). . . . .

We prepare a regular, carefully considered budget for our organiza-
tion's volunteer Program « « « « « « o o « o 4 o ¢ ¢ o o o o e o s

New paid staff members are oriented to our volunteer program at the
time of their employment . « ¢ ¢ & ¢ ¢ ¢ ¢ o« o ¢ 2 o o o o o o o o

We make a systematic effort to keep staff oriented to working with
VOlUNEEEXS « & « « o ¢ o o a 2 o o o o o o o o o o o o o o o o o

Administration approves the content of volunteer orientation. . . . .

Top management (board and/or administrator) and designated director of
our volunteer program are closely involved in volunteer orienta-

EION & & ¢ s e e e s e e e e e s e e s e e e e e e e e e e e e e

Staff who supervise volunteers have a leadership role in our volunteer
program and receive recognition for this responsibility . . . . .

We have a regular position of Director/Coordinator of Volunteer
SEXVICES « « v o« 4 o o ¢« o o o o o e o 4 s e e e s e e e e e

The Director/Coordinator of Volunteer Services feels he/she has enough
time to do the job adeguately . . . . . . ¢ ¢ v ¢ ¢ ¢ 4 4 4 . . e

The Director/Coordinator of Volunteer Services is paid commensurate
with professional staff in our organization . . . . . . . . . . . .

The Director/Coordinator of Volunteer Services has continuous rela-
tionship with the Voluntary Action Center . . . . . . . . . . . . .

The Director/Coordinator of Volunteer Services has an office near
other staff and is regularly invited to attend staff meetings at
the supervisory level. . . . v ¢ ¢ & ¢« ¢ 4 ¢ ¢ 4 o o s e e e o o

The Director/Coordinator of Volunteer Services keeps up with current
knowledge in the field . . . . « & ¢ ¢ ¢ ¢ ¢ ¢ ¢ 4 4 & o o 4 o o @
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3- (Continued)

Each direct supervisor of volunteers is responsible for a manageable
number of volunteers . . . .« « ¢ v ¢« ¢ 4 ¢ o 4 e s s e s s s e e s .

4- Each volunteer assignment is approved by the Director/Coordinator of
Volunteer Services as appropriate for volunteer placement . . . . .

Each volunteer assignment is approved by the Director/Coordinator of
Volunteer Services as not displacing a paid worker . . . . . . . .

Each volunteer assignment is approved by the Director/Coordinator of
Volunteer Services as necessary and lacking funding as a paid
position . . . . 4 i i 4t h e e et e e e e e s e e e e e e e e

5- To fill its volunteer assignments, our organization deliberately makes
an outreach to conform to its Affirmative Action Policy and Plan .

We have definite plans and make deliberate efforts to involve all
types of people as volunteers: minority, younger, older, poor,
handicapped, €tC. . « v « & ¢ ¢ & o ¢ 4 o o s o o s o o s oo o o .

Volunteer positions are open to qualified applicants without regard
to age, sex, race, religion, or socio-economic status . . . . . .

We have written descriptions of volunteer assignments . . . . . . . .
6- Each volunteer applicant is individually interviewed before acceptance

In addition to intuition, our organization's interviewer employs
specific compatibility criteria, such as home location, interests,
sex, age, etc. in placing volunteers on assignments . . . . . . . .

When a volunteer assignment requires one-to-one relationship with a
client, we deliberately seek maximum compatibility of volunteer
and assignment by asking and assessing both volunteer and client/
assignment. . ¢ .« ¢ . . 4 b e i e 4 e e e e s 4 e e e s e e e e

Volunteers sign or explicitly assent to a work contract of specific
time commitment to fulfill the needs of the assignment . . . . . .

Before accepting a volunteer, we use and study a volunteer background
registration/application form . . . . . . ¢ . ¢ 4 4 4 4 4 e e e e .

Each volunteer is provided with an accurate description of his/her
duties and responsibilities . . . . . . . . . . . ¢ 0 0 e 4 e e ..

The Director/Coordinator of Volunteer Services utilizes the consulta-
tion services of the Voluntary Action Center for volunteer appli-
cants for whom no suitable organization assignment can be
Arranged . . + . . « o o o o o e s s o e & e s w o s e o s s o o =

7- BAppropriate, complete volunteer orientation to our organization is pro-
vided and required before assignment . . . . . . . . ¢ . ¢ o s .

We provide each volunteer with information about the volunteer's re-
sponsibilities to our organization and our organization's respon-
sibilities to the volunteer. . . « ¢ ¢ ¢ ¢ & ¢ o 4 o o o o o o o »

We provide each new volunteer with written orientation manual . . . .
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We provide training opportunities for volunteers to help them perform
their responsibilities in a way that is satisfying to them and for
the organization . . . . ¢ ¢ ¢ ¢ ¢ ¢ ¢ 4 ¢ttt et e e e 4 e e e e

We provide volunteers with opportunities for personal growth and
development as well as for learning new skills . . . . . . . . . . .

We provide an opportunity for volunteers to assume greater responsibil-
ity in leadership roles . . . ¢ ¢ ¢« ¢ ¢ ¢ ¢ ¢ 4 o o o o o s o o o

Of the volunteers who complete training, at least two-thirds are with
our organization at the end of their agreed-upon assignment period

We require signed volunteer time sheets and we report regularly to our
Board on services that volunteers perform for our organization . .

Each new volunteer is instructed about maintaining agency records of
work performed and hours served . . . . . . ¢ ¢ ¢ ¢« ¢ ¢ ¢ o 2 o

Identifying information on each volunteer is kept current. . . . . .
We maintain a confidential record on each volunteer that includes:
application, service agreement, assignment(s), service time, and
periodic notations of performance evaluation . . . . . . . . . . .
Within five minutes, the Director/Coordinator of Volunteer Services
can tell:
a) exactly how many volunteers our organization has; and
b) for any individual volunteer, their current address,
assignment, and assigned client, if any . . . . . . . .

Each volunteer has received clear explanation of lines of communica-~
tion with paid and volunteer staff . . . . . . . . . . . . . . ..

Each volunteer knows to whom he/she is directly responsible in his/her
assignments in our organizational structure . . . . . . . . . . ..

Each volunteer has been instructed about confidentiality, limits of
authority, and extent of responsibility . . . . . . . . . . . . . .

There is a definite plan for regular, periodic supervisor contacts
between each volunteer and his/her immediate supervisor . . . . . .

Each volunteer has and uses an I.D. card, lapel pin, or other suit-
able identification as a volunteer in our organization . . . . . .

Volunteers have a desk or other designated place of work at our
organization . . . ¢ 4 . e b e e b 4t b e e e e 4 e e e e e e e

Working conditions are appropriate for the volunteer assignment . . .
Arrangements are made for needed parking for volunteers . . . . . . .

Provision for reimbursement for out-of-pocket expenses is made when
permitted by organization policy and available funds . . . . . . .

Volunteers are covered under our organization's insurance policies
for injury on assignment . . . . . . .t 4 4 e e e e b e e s . e s
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12- The planned volunteer program of our organization is periodically
evaluated in writing by each of our organization's constituents;
board members, administrator, director/coordinator of volunteer
services, paid staff, volunteers, and clients/consumers. . . . . .

At least yearly, paid staff is asked to review and evaluate the
objectives of current volunteer program and recommend objectives
for the next year . . . ¢ ¢ ¢ o« ¢ o o o o o o o o o & o o o o« o =

At least yearly, both volunteers and clients are asked to review
and evaluate the objectives of our current volunteer program and
recommend objectives for the next year . . . . . . . . . . . . .

Each volunteer program objective or commitment is stated in specific
and measurable terms with a time limit . . . . . . . . . . . . .

Paid staff understand the basis of a voluntary organization or govern-
mental function and their role and responsibilities in working with
VOlUNteeYrS . ¢ o ¢ ¢ o 2 ¢ o s s e e e o o o s s s e o o s e o e

Volunteers can become actively involved in decisions regarding our
organization's volunteer program . . . <.« « « « « o o o o o o o

13- Our organization has a plan for showing apprec¢iation to its
VOLUNLEEYS &« & ¢ ¢ o 4 o o ¢ o o o o o o o 2 s e o 4 s 8 o o = .

Prompt app;eciation is demonstrated to each volunteer, appropriate to
the situation . . . . . & ¢ ¢ ¢ ¢t 4 i i et e e e e e e e e e e

Our organization has a newsletter for our volunteers, monthly or
bi-monthly. . ¢« & ¢ o ¢ ¢ o ¢ o o o o o o o o o o o o o o o o o o

Local/area daily or weekly newspapers have at least three favorable
articles on our volunteer program each year . . . . . . . . . .

Publications of our organization recognize the value of volunteers to
our organization . . . . . . . bt e e 4 b e e e e 4 e e e e e

AN Book These Dates Now:

2 OCTOBER 5th — 8th, 1978
for

THE ANNUAL MEETING AND
INTERNATIONAL CONFERENCE OF A.A.V.S.

V

COME TO TORONTO, THE INTERNATIONAL CITY TO SHARE IN
“BUILDING BRIDGES BETWEEN PEOPLE"”

CONTACT PERSON — For even more details, or if you don’t want to wait for the conference bro-
chure, write to Mrs. May Crowe, Director of Volunteers, Hamilton Psychiatric Hospita!, P. O. Box
585, Hamilton, Ontario L9E 3N6.
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